SCHEDULE 1
ADM NI STRATI VE RECORDS

Ut ah School Districts CGeneral Retention Schedul e



SCHEDULE 1
ADM NI STRATI VE RECORDS

ACKNOW.EDGVENT AND TRANSM TTAL CORRESPONDENCE (ltem 1-1)

These correspondence fil es docunent the acknow edgnent of the
receipt or the transmttal of the requested information (e.g.,
publications). It includes the acknow edgment and transmttal of
inquiries and requests that have been referred el sewhere for
reply. The files include copies of the initial request of
acknow edgnent and transmttal.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

AGENDA

(Item 1-2)
These are copies of notices of regular and special neetings of
school district commttees and task forces. They may incl ude
date, tine, location of neeting, list of itens to be discussed by
conmittee nmenbers at regular, special, and enmergency public
nmeet i ngs.

RETENTI ON
Retain for 2 years if not attached to m nutes and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School

Districts General Retention Schedul e



SCHEDULE 1
ADM NI STRATI VE RECORDS

DENI ED REQUESTS | NTERNET LOG FI LES (I'tem 1-35)
These logs identify Internet sites that conputer users froml ocal
school districts have tried to access and whi ch have been denied
because of site content. The logs are created by filtering
software used by the Utah Education Network. The data are used by
school districts to assure conpliance with district Acceptable
Use Policies. Information includes the Internet Protocol (IP)
address of user, date and tinme of request, Uniform Resource
Locator (URL) of site requested, status code (403 indicates that
a request was denied or rejected), size value, and category code.

RETENTI ON
Retain for 30 days and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: personal identification information
including | P address

(Approved 10/ 02)

DI RECTORI ES (ltem 1-3)
These are directories of all district staff. They include nane,
district office or school, position title, business address and
t el ephone nunber. The directories nmay al so include hone address
and tel ephone nunber.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: home address and tel ephone nunber (UCA
63-2-302(1) (f)

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 1



SCHEDULE 1
ADM NI STRATI VE RECORDS

DOCUMENT LOG (Item 1-4)

This | og records inconm ng docunents that require distribution or

action. Includes date received, description of record, action and
dat e taken.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 96)

EQUI PMENT STANDARDS GUI DE (Item 1-5)

These are standards devel oped by the district for equi pnment
purchases. They are used to ensure the nost efficient expenditure
of district funds. The standards are normally organi zed by

subj ect and include an itemby-item description, estinmated or
guaranteed price, and quantity all owed.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

EXECUTI VE CORRESPONDENCE (ltem 1-6)

This is official decision-making correspondence. It docunents how
the district is organized and how it functions, its pattern of
action, its policies, procedures and achievenents. This
information is not duplicated el sewhere.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

FEASI BI LI TY STUDI ES (Item 1-7)
These are studi es conducted before the installation of any
t echnol ogy or equi pnent. They include specific studies and system
anal yses for the initial establishnent and naj or changes of these
syst ens.

RETENTI ON
Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (21) and UCA 63-2-304 (10)
(1995)
(Approved 12/96)
FI NDI NG Al DS (Item 1-8)
These are indexes, lists, registers, and other aids that assist

in the efficient use of other records.

RETENTI ON
Retain until records to which they pertain are destroyed
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNMENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) ACCESS (Item 1-9)

REQUESTS

These request forns docunent individuals seeking access to school
district records as provided under UCA 63-2-204. They include
requester's nane, address, telephone nunber; date; record
request ed; date request received; whether access provided or

deni ed; and date responded.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) SCHOOL (I'tem 1-10)
DI STRI CT APPEALS CA

These case files docunent the appeals for access of school
district records to separate district appeals bodies (i.e.,
school board or separate board) in accordance with schoo
district policies adopted under authority granted in the

Gover nnment Records Access and Managenent Act (GRAMA) ( UCA
63-3-701 (1995)). These case files include copies of the access
request and denial fornms, the appeal, research notes, comm ssion
or board decision, and any ot her docunentation concerning the
appeal process.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNMVENT RECCORDS ACCESS AND MANAGEMENT ACT ( GCRAMA) STATE (ltem 1-11)
APPEALS CASE FI LES

These case files docunent appeals for access of school district
records to the State Records Conmittee in conpliance with the
provi sions of the Governnment Records Access and Managenent Act
(GRAMA) (UCA 63-2-701(1)(c); 63-2-403 (1995)). These case files
i ncl ude copies of the access request and denial forns, the
appeal, research notes, statenents, State Records Committee's
order, and any ot her docunentation concerning the appeals
process.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

HOUSEKEEPI NG RECORDS (Item 1-12)

These are records of a general housekeepi ng nature which do not

relate directly to the primary programresponsibility of the

of fice. Includes records such as charity fund drives, custodi al

servi ce requests, parking space assignnents, and distribution of
keys.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

| NTERNAL COW TTEE RECORDS (Item 1-13)

These records docunent actions of internal staff commttees
handl i ng problenms within the district. These comm ttees do not
make district-wi de policy. These records usually include agenda,
i nternal nmenoranda, notes, and i nformal m nutes.

RETENTI ON

Retain for 2 years or until admnistrative need ends
whi chever is earlier and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

| NTERNET ACCESS LOGS (I'tem 1-36)

These logs identify Internet sites that conputer users froml ocal
school districts have tried to access, including both those
approved and denied. The logs are created by filtering software
used by the U ah Education Network. The data are used by school
districts to assure conpliance with district Acceptable Use
Policies. Information includes the Internet Protocol (I1P) address
of user, date and time of request, Uniform Resource Locator (URL)
of site requested, status code (200 indicates an accepted site
and 403 indicates that a request was denied or rejected), size
val ue, and category code.

RETENTI ON
Retain for 7 days and destroy, provided |ogs of denied
sites are transferred to record series, Denied requests
internet log files.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 02)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

MAI LI NG LI STS (1tem 1-14)
These are lists of nanmes and addresses used for vari ous school
district mailings (billings and other adm nistrative purposes).
RETENTI ON

Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publi c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302 (2)(d) (1995)
(Approved 12/96)
M NUTES (1tem 1-15)

These are the mnutes of regular, special, and energency neetings
of official district commttees, boards, and task forces. They
may al so include an official agenda. See Internal committee
records

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

NOTARY BOND FI LES (Item 1-16)
These files docunment school district enployees providing notary
public services. They include valid certificates, copies of
bonds, and any rel ated correspondence.

RETENTI ON
Retain for 1 year after expiration or renewal of bond and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 7



SCHEDULE 1
ADM NI STRATI VE RECORDS

ORGANI ZATI ONAL FI LES (ltem 1-17)

These are graphic illustrations providing a detail ed description
of the arrangement and adm nistrative structure of the school
district. These files contain organi zational charts,
reorgani zati onal studies, functional statenents, and formally

prepared descriptions of the responsibility assigned to executive
of ficers.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PENDI NG FI LES (I'tem 1-18)

These are records arranged in chronol ogi cal order as a rem nder
that an action is required on a given date or that a reply to

action is expected, and if not received, should be traced on a
gi ven dat e.

RETENTI ON

Retain until reply received or action taken and then
incorporate with official files.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PERFORMANCE AUDI TS (ltem 1-19)

These are reports witten and prepared as a result of a
performance audit of the school district, individual school, or
specific program These studies are frequently contracted with
private consultants. They contain summary docunentation on
agenci es prograns, operations and productivity.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PCLI CI ES AND PROCEDURE MANUALS (I'tem 1-20)

These manual s docunent policies and procedures adopted by the
district, departnent, or school. They establish rules,

gui del i nes, and processes for conducting operations within the
district. They include the actual policies and procedures,
approval date, organizational charts, and approval signature of
school board and/or superintendent.

RETENTI ON

Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (10) and UCA 63-2-304 (11)
(1995)

(Approved 12/96)

Ut ah School
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SCHEDULE 1
ADM NI STRATI VE RECORDS

POLI CY AND PROCEDURE CASE FI LES (I'tem 1-21)
These files contain records related to the issuance of policies
and procedures and docunent their forrulation. Includes narrative
or statistical reports and studies regarding district or office
operations, and rel ated correspondence.

RETENTI ON
Retain for 2 years after being superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PRESS RELEASE FI LES (ltem 1-22)
These files contain a copy of each officially prepared statenent
or announcenent issued for distribution to the news nedia. A
press release may be a textual record or a non-textual record
such as a filmor video sound recording.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain for 1 nonth or unti
adm ni strative need ends and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
PRQJECT CONTROL FI LES (1tem 1-23)

These files contain nenoranda, prelimnary reports, and other
records docunenting assignnments and the progress of projects.
These files do not contain the final reports.

RETENTI ON
Retain for 2 years after project closed and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 10



SCHEDULE 1
ADM NI STRATI VE RECORDS

PUBLI CATI ONS (1tem 1-24)
These are panphlets, leaflets, studies, proposals and simlar
material printed by or for the school district or any of its
departnents, prograns or schools, and nmade avail able to the
public, or the last manuscript report if not published.

RETENTI ON
Record copy: Per manent. A copy shoul d be transferred
to the State Archives
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

READI NG OR CHRONOLOAJ CAL FI LES (Item 1-25)
These are duplicate copies of all or selected correspondence sent

or received. They are used solely as a reading file for the
conveni ence of office personnel.

RETENTI ON
Retain for 1 year or until adm nistrative need ends
whi chever i s sooner and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 11



SCHEDULE 1
ADM NI STRATI VE RECORDS

RECORDS TRANSFER SHEETS (Item 1-26)
These are the listings of school district records transferred to
the State or school district records centers. The information may
i ncl ude records series nunber, agency nane and address, records
officer's nane and signature, chief admnistrative officer's
name, record series title and inclusive dates, classification
i nformati on, accessi on nunber, agency box nunber, description of
box contents, and records center box | ocati on.

RETENTI ON

Retain for 5 years after records are destroyed and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

ROUTI NE CONTROL RECORDS (ltem 1-27)

These records are used to control work flow and to record routine
actions. Includes job control records, status cards, routing

slips, work processing sheets, correspondence forns, and receipts
for records charged-out.

RETENTI ON

Retain until no | onger needed for operational purposes and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 12



SCHEDULE 1
ADM NI STRATI VE RECORDS

SCHOOL DI STRI CT HI STORI ES (I'tem 1-28)
These are published or unpublished histories of the district
and/ or individual school, witten by or financed from school

district. They may include title, author, date witten, and the
historical narrative.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

SYSTEM STUDI ES AND REPORTS (ltem 1-29)

These are various reports and studi es undertaken by or for school

districts. They include program anal yses, project studies, and
final reports.

RETENTI ON

Retain for 4 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

TECHNI CAL REFERENCE FI LES (I'tem 1-30)

These files contain copies of docunents retained strictly for
reference and informational purposes which are not part of the
official files. Include copies of reports, studies, special
conpi l ati ons of data, draw ngs, periodicals, books, clippings,
brochures, catal ogs, and vendor price |ists.

RETENTI ON

Retain until annual review and destroy materials no | onger
needed for reference.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 13



SCHEDULE 1
ADM NI STRATI VE RECORDS

TELEPHONE MESSAGE REG STERS (ltem 1-31)

These registers conpile all the daily tel ephone nessages taken by
a school district office. They also include ogs and simlar
records.

RETENTI ON
Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 96)

TELEPHONE MESSAGES (Item 1-32)

These are the actual incom ng tel ephone nessages received by the
school district. They normally include date, tine, names of

person receiving and | eavi ng nessage, and action request (e.g.,
return call, etc).

RETENTI ON
Retain for 1 week and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

UNSUCCESSFUL GRANT APPLI CATI ONS (I'tem 1-33)
These files docunent the rejection or withdrawal of grant
applications. They include nenoranda, correspondence, and ot her
records relating to the decision to reject the grant proposal.

(Successful grants are filed individually by grant program see
i ndex for specific grants).

RETENTI ON

Retain for 3 years after rejection or withdrawal and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 14



SCHEDULE 1
ADM NI STRATI VE RECORDS

WORKI NG PAPERS (I'tem 1-34)

These are project background records, such as studies, analyses,
notes, drafts, and interimreports.

(Approved 12/ 96)

Ut ah School

RETENTI ON
Retain for 5 years after project conpletion and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

Districts General Retention Schedul e 15



SCHEDULE 2
BONDS AND BONDI NG RECORDS
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND | SSUE FI LES (ltem 2-1)
These files docunment the inplenentation of significant school
district bonds. These files include authorizations supporting
financial data, contracts or sales agreenents, destruction
certificates, and sanple copies of bonds sold as evidence of
school district indebtedness.

RETENTI ON
Retain for 10 years after expiration of bond and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
BOND REDEMPTI ON AND DESTRUCTI ON CERTI FI CATES (ltem 2-2)

These are certificates sent to the school district by the paying
agent which track pay and destruction of bond coupons.

RETENTI ON
Retain for 3 years after expiration of bonds and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

BOND REDEMPTI ON REAQ STERS (Item 2-3)
These are registers used to record the redenption of coupons for
school districts. Mdst districts do not create these registers.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 17



SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND REGQ STRATI ON FI LES (Item 2-4)
These are the issuing agent's copies of bond registration stubs.
RETENTI ON
Retain for 3 years after expiration of bonds and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
BONDS, NOTES AND COUPONS PAI D FI LES (Item 2-5)

These are the actual bonds and coupons redeened throughout the
lifetime of the bond. Many school districts no |onger receive
copi es.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

GENERAL OBLI GATI ON BONDS (Item 2-6)
These i ssued bonds nmay be payable fromany financial resources of
t he school district. They constitute a full general obligation of
the school district for the pronpt and punctual paynment of
principal and interest. The revenue derived fromthe sal e of
bonds shall be applied only to the purpose specified in the order
of the school board (UCA 17-17-1 (1995)).

RETENTI ON
Retain for 3 years after being paid or cancelled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School Districts CGeneral Retention Schedul e 18



SCHEDULE 2
BONDS AND BONDI NG RECORDS

TAX ANTI Cl PATI ON NOTES (ltem 2-7)

These notes docunent the borrowi ng of noney by | ocal school
boards in anticipation "of the collection of taxes or other
revenue of the school district as long as it conplies with the
Ut ah Muni ci pal Bond Act" (UCA 53A-18-101 (1995).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 3
BUDCGET RECORDS
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SCHEDULE 3
BUDGET RECORDS

ADOPTED ANNUAL BUDCET (ltem 3-1)
The tentative budget is prepared by the superintendent and fil ed
wi th the school board prior to June 1. "Prior to June 22 of each
year, each |ocal school board shall adopt a budget and nake
appropriations for the next fiscal year" (UCA 53A-19-102 (1995).
According to UCA 53A-19-101(1995), "the budget and its supporting
docunents are required to include: the revenues and expenditures
of the current fiscal year, estimate of revenues for the
succeedi ng fiscal based upon the lowest tax levy that wll raise
the required revenue, using the current year's taxable value as
the basis for this calculation; and a detailed estinmate of the
essential expenditures for the purposes for the succeeding fiscal
year." The school board is required to file a copy of the adopted
budget with the state auditor and the State Board of Educati on.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

BUDGET APPORTI ONVENT RECORDS (ltem 3-2)
These are apportionnment and reapportionnment schedul es which

propose quarterly obligations under each authorized
appropriation.

RETENTI ON
Retain for 5 years after close of the fiscal year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 3
BUDGET RECORDS

BUDGET BACKGROUND RECORDS (I'tem 3-3)

These are copies of budget estimates and justifications prepared
or consolidated in formally organi zed budget proposals. Included
are appropriation sheets, narrative statenents, and rel ated
schedul es and dat a.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1995)
(Approved 12/96)
BUDGET | NFORVATI ON FI LES (Item 3-4)

These files docunment the adoption of the district's annual
budget. I ncludes recomended budget, tape recordings of public
heari ngs associated with finalizing budget, and all related
correspondence. Files may al so contain budget anendnents and any
ot her actions affecting the budget.

RETENTI ON
Retain for 1 year after budget has been adopted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah School
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SCHEDULE 3
BUDGET RECORDS

BUDGET WORKI NG FI LES (Item 3-5)
These files contain working papers used to assist in the
preparation of district's budgets and to justify budget requests
presented to the school board. Includes departnental budget
requests, work-up sheets, cost estimates, and rough data
accunul ated in the preparation of annual budget esti mates,
rel ated correspondence, and docunentation for approval of final
budget .

RETENTI ON
Retain for 1 year after the close of the cal endar year
covered by the budget and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publi c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1995)
(Approved 12/96)
MONTHLY BUDGET REPORTS (1tem 3-6)

This nmonthly budget report is prepared by the business

adm ni strator for the school board in accordance with UCA
53A-19-108 (1995). The report includes anmounts of all budget
appropriations, disbursenents fromthe appropriation, and
per cent age of disbursenent, and reporting date. The report
usual |y becones part of the School Board M nutes.

RETENTI ON
Record copy: Retain for 1 year after publication of
annual report and destroy, if not apart
of School Board M nutes.
Duplicate copies: Retain for 1 year or until admnistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 3
BUDGET RECORDS

TAX RATE SUMVARY SHEETS (ltem 3-7)
These report fornms are submtted to the county auditor reporting
on desired tax levies for property taxes. They include proposed
tax rate worksheet, tax rate summary, a certified tax rate
wor ksheet, and a budget affidavit.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

UNI FORM SCHOCL BUDGET REPORT ( F-16) (Item 3-8)
This is the district's annual budget report submtted to the
State O fice of Education. It is used to create the annual budget
on funding | evels and expenditures for education in Uah. It
i ncludes a summary st atenment of revenues, expenditures, and
changes in unappropriated fund bal ances, unrestricted
grants-in-aid, mninmmschool prograns, uniform school district
budget reports broken down by expenditures, revenues, funds, and
sources, as well as information concerning property tax.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 4
FI XED ASSET RECORDS

ANNUAL FI XED ASSET REPORTS (ltem 4-1)
These work sheets list totals of all fixed assets, purchases, and
di spositions. They are used to create annual reports.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 96)

DI SPOSI TI ON RECORDS (ltem 4-2)
These are either fornms or records conpleted by school districts
when district property is disposed of either by public auction,
conpetitive bidding, trade, or destruction. I|ncludes date,
departnent nane, description of item value, disposition nethod,
and reason, condition, value and approval signature.

RETENTI ON
Retain for 3 years after disposition of property and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
EQUI PMENT | NVENTORI ES FI LES (lItem 4-3)

These files contain the annual inventory of school district
equi pnent, supplies and other itens owned or administered by the
school district.

RETENTI ON
Retain for 1 year after being reconciled with subsequent
inventory and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 4
FI XED ASSET RECORDS

FI XED ASSET LI STS (Item 4-4)
These are listings of all district property (buildings and real
estate), vehicles, equipnent, and furniture. Includes
description, cost, date purchased, |ocation, vendor nanme, and
depreci ati on.

RETENTI ON
Retain for 3 years after updated or superseded and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
SURPLUS PROPERTY CASE FI LES (lItem 4-5)
These files docunment the sale of surplus school district
property. They include invitations, bids, acceptances, |ists of

mat eri al s, evidence of sales, and rel ated correspondence.

RETENTI ON
Retain for 3 years after final paynment and destroy. NOTE
Federal surplus property may have separate requirenents
(See specific grants).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ACCOUNTS PAYABLE (ltem 5-1)

These records are used to pay school district bills. They include
copi es of checks, invoices, purchase orders, and receiVing
reports. May al so include correspondence with vendors and
conmput er printouts.

RETENTI ON
Retain for 4 years (UCA 70A-2-725 (1995)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

ACCOUNTS RECEI VABLE (Item 5-2)

These records consi st of copies of accounts receivabl es prepared
by school districts to collect anounts owed by vendors,

organi zations, and citizens having accounts with school district
agenci es.

RETENTI ON
Retain for 4 years (UCA 70A-2-725 (1995)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

ANNUAL FI NANCI AL REPORTS (Item 5-3)
These are statistical reports on the financial affairs of the
entire school district or a specific departnent. These reports
usually include a statenent on the value of all school district
owned property, and an accounting of all inconme and expenditures
inrelationship to the final budget.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ANNUAL FI NANCI AL REPORT (F-4) (1tem 5-34)
This is the annual financial and programreport for the previous
fiscal year which is submtted to the School Finance and Busi ness
Section of the Ofice of Education in accordance with UCA
53A-3-404 (1995). This report is used to create the Ofice of
Education's annual report and to determ ne funding allotnents to
the district.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

AUDI T REPORTS (Item 5-4)
These are reports prepared by external auditors exam ning and
verifying the school district's financial activities for the
year. "The audit required for any fiscal year shall be conpleted
wi thin six cal endar nonths after the close of the fiscal year"
(UCA 51-2-2 (1995)). The audit is required to include "the
financial statenments; the auditor's opinion on the financial
statenents; a statenent by the auditor expressing positive
assurance of conpliance with state fiscal laws identified by the
state auditor; a copy of the auditor's letter to nanagenent that
identified any material weaknesses in internal controls
di scovered by the auditor and other financial issues related to
the expenditure of funds received fromfederal, state, or |oca
governments to be considered by nmanagenent; and managenent's
response to the specific recommendati ons"” (UCA 51-2-3(1) (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 51-2-3(3) (1995).

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

BANK DEPCSI T (PASS) BOOKS (1tem 5-5)
These books record school district savings accounts. They include

anounts, description of transaction, date, current bal ance, nane
of bank, and account nunbers.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 96)

BANK STATEMENTS (Item 5-6)
These are nonthly statenments show ng the anmount of noney on
deposit to the credit of the school district show ng date, nane
of bank, total deposit, w thdrawals, and cash bal ance with
interest on daily bank bal ances.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

CANCELLED CHECKS (I'tem 5-30)
The actual checks cut froma warrant request. Checks are drawn
upon a bank ordering paynment of the stated suns from accounts
previ ously deposited upon which satisfaction has been nmade.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

CHECK COPY RECORDS (Item 5-7)

These are carbon copi es or photocopi es of checks issued and
mai ntai ned solely as a quick reference source.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/96)
CHECK REQ STERS (Item 5-31)
These registers are nunerical |istings of check nunbers of al

checks issued by school district. They include vendor nunber,
name, date of paynent, invoice nunber, and/or purchase nunber,
account debit, description of expenditure, and anount.

RETENTI ON
Retain for 7 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

CHECKBOOK STUBS (Item 5-9)

These are nulti-columar records wi th chronol ogi cal check
entries. They usually include check nunbers, to whom check
witten, and anmounts of debits or deposits per account.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

DAl LY CASH REPORTS (1tem 5-10)
These reports provide a daily records of cash bal ances, receipts,
and di sbursenents.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

DEPCSI T SLI PS (Item 5-11)
These are bank cashiers' slips show ng the amount and date of
deposit of nonies into school district accounts.

RETENTI ON
Retain for 3 years ; 4 years if attached to bank statenent
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/92)

GENERAL JOURNAL ENTRY REPORT (Item 5-13)
This nmonthly conputer report is a register of journal entries
detailing accounts to be charged and credited. It is used to nmake
adj ustnments and corrections to accounting records. The report
i ncl udes account number, amount debited, anmpbunt credited, account
description, and reason for journal entry.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

GENERAL LEDGERS (1tem 5-14)
These are summari es show ng recei pts and di sbursenents of each
departnment or school. May al so include docunentation from

subsidiary | edgers to general |edger and accounting adjustnents
in the formof general entries.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

| NTERDEPARTMENTAL BI LLI NGS (Item 5-15)

These are accounting docunents that request the transfer of funds
bet ween departnents and schools for services rendered or
mat eri al s purchased.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/96)
| N\VESTMENT REQ STERS (Item 5-18)
These are registers of all investnents made by the school

district. A worksheet is kept on each investnent. They incl ude
the check stub of the institution issuing the investnent, a copy
of the investnent, the check issued by the vendor and a vali dated
receipt witten by the school district.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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LOST CHECKS

SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

(I'tem 5-29)
This is | egal docunentation explaining and justifying a | ost
war r ant .

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1) (f) (1996)

(Approved 12/96)

PAY VOUCHER

(I'tem 5-32)
These are requests fromdistrict offices and schools to pay
vendors.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

RECEI PT REG STER REPORT (I'tem 5-20)

This is a nonthly conputer report of all cash receipts issued by
the district. It includes receipt nunber, date of receipt,
account nunber, description of account, source of funds, anount
of receipt, and totals.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

RECEI PTS (I'tem 5-19)
These are receipts issued for noney received into school district
accounts fromall sources. Includes date of paynent, departnent,
or fund to which noney bel ongs, recei pt nunber and anount pai d.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 96)

REFUND REQUEST (I'tem 5-21)

This is a formsigned by the custonmer which requests a refund of
nmoni es paid to the district.

RETENTI ON

Retain for 3 years ; 4 years, if attached to check copy and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

SUBSI DI ARY LEDGERS AND JOURNALS (ltem 5-22)
These are account books showi ng details of daily receipts and
expendi tures such as deposit paynents anount, date, payee,
purpose, fund credited or debited, and check nunber. They are
used to provide backup docunentation to the general |edger.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

TRANSACTI ON SUMVARY REPORT (ltem 5-24)

This nmonthly conputer report lists all the district's financi al
transactions. It provides year-to-date detail information for al
i ndi vi dual postings for the general |edger. It includes date,
item description, transaction type, posting date, purchase order
or receipt nunber, check nunber, encunbrance, debit or credit,
account bal ance, and vendor.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

TRAVEL- PRI VATE VEHI CLE USAGE RECORDS (I'tem 5-26)

These are authorization fornms for district officials and
enpl oyees to use a private vehicle for school district business
when it is the nost econom cal nethod of travel.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1996)

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

TRAVEL/ PASSENGER REI MBURSEMENT RECORDS (1tem 5-25)

These files contain records relating to the rei nbursenent of
enpl oyees for authorized travel. They may include travel orders,
per di em vouchers, transportation requests, hotel reservations,
and all supporting papers docunenting official travel by

of ficers, enployees, or others authorized to travel.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publi c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1996)
(Approved 12/96)
UNCLAI MED CHECKS (Item 5-27)

These are uncl ai med checks covering di sbursenents for school
di strict expenses. Includes check nunber, date, anount, purpose,
and nane of payee.

RETENTI ON
Retain for 1 year and then transfer to the State Treasurer,
Uncl ai ned Property Division.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1996)

(Approved 12/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

VO D CHECK REG STER (I'tem 5-28)

This is a nonthly conputer report of voided accounts payabl e
checks. It is used for verification purposes. The report includes
vendor nunber, check nunber, date, nanme, regular hours, regular
anount, overtine hours, overpaynent, |ocation code, and gross
pay.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

ADM NI STRATI VE PAYROLL REPORTS (ltem 6-1)

These are reports and statistics with supporting and rel ated
records whi ch docunent payroll operations and adm nistration.
They include reports and data used for workl oad and personnel
managenent pur poses.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1996)

(Approved 12/96)

BUDGET AUTHORI ZATI ON REFERENCE FI LES (Item 6-2)

These are copies of budget authorizations in operating payrol
units. They are used to control personnel ceilings and personnel
actions.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1996)

(Approved 12/96)

Ut ah School

Districts General Retention Schedul e 41



SCHEDULE 6
PAYROLL RECORDS

DEDUCTI ON ANNUI TY AUTHORI ZATI ON FI LE (Item 6-3)

These enpl oyee conpl eted forns authorize payroll deductions for
tax shelters. They include an enpl oyee signed request to have tax
sheltered annuity withheld for various 403B and 401K conpani es.

RETENTI ON
Retain for 2 years after retirenent and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/ 96)

DEDUCTI ON AUTHORI ZATI ON FI LES (Item 6-4)

These enpl oyee conpl eted forns authorize payroll deductions for
various voluntary (nontax savings) deductions such as credit
uni on paynments or savings plans, life insurance, association
dues, etc. They are used to provide proof to auditors that

enpl oyee approved deductions. They i ncl udes signed
aut hori zati ons.

RETENTI ON

Retain for 5 years after enployee changes or rescinds
aut hori zation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

DEDUCTI ONS AND OTHER EARNI NGS REGQ STERS (Item 6-5)

These regi sters record by departnent code anobunts deducted from
enpl oyees payroll checks. They are used for reference of
retirement and other m scell aneous deducti ons.

RETENTI ON
Retain for 3 years ; 3 years after retirenent, if used for
referencing retirenent and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1996)

(Approved 12/96)

DI STRI BUTI ON REPORTS (I'tem 6-6)

This nmonthly conputer report lists salary and benefits status.
The report may cone in two sections: an al phabetical |isting by
enpl oyee' s nanme and nunerical by account nunber. Both reports

i nclude the follow ng information: enployee nanes, soci al
security nunbers, account nunbers, current anount paid,

nont h-to-date total paid, quarter to date paid, and fisca
year -t o-date paid.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: soci al security nunbers

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

EMPLOYEE EARNI NGS HI STORY FI LES (ltem 6-7)
These files are an accunul ative salary history for individual
school district enployees. They contain the nanme and address of
enpl oyee, nane of departnent and position, social security
nunber, date of birth, date enployed, earnings and deducti ons by
pay period, gross earnings year to date, net pay, and check
nunber. While these files are considered to be the nost inportant
payroll record for retirenent purposes, they do not exist in many
school districts and other records are then used.

RETENTI ON
Retain until separation of enployee and then place in
Personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301 (1)(b) (1996)
(Approved 12/96)
FI VE YEAR LEAVE DATA SHEET (Item 6-8)
This is a five year-record of all |eave taken by district

enpl oyees. It includes social security nunber, enployee nane,
marital status, tel ephone nunber, birthdate, departnent nane,
date started, school, beginning contract salary, anmount of sick
and ot her | eave taken by year and nonth.

RETENTI ON
Retain for 5 years or until enploynent separation and then
file in personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

GARNI SHVENT RECORDS (Item 6-9)
These are records of garnishnents or |evies for debts owed by
enpl oyees and attached to enpl oyees ear ni ngs.

RETENTI ON

Retain for 3 years after end of garnishnment and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-3-301 (1)(b) (1996)

(Approved 12/96)

| NCOVE TAX EXEMPTI ONS AND W THHOLDI NG FI LES (Item 6-10)
These files contain records on individual enployee's inconme
taxes. Include returns on income taxes such as IRS Form W 2,
reports of withheld federal taxes, such as IRS Form W3 with
rel ated papers, and reports relating to incone and soci al
security taxes.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

| NDI VI DUAL AUTHORI ZED ALLOTMENT FI LES (Item 6-11)
These files contain forns for individual enployees exenptions and
wi t hhol di ng taxes. Includes w thhol ding tax exenption
certificates, such as IRS formW4 and simlar tax exenption
formns.

RETENTI ON

Retain for 4 years after being superseded or separation of
enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)

| NSURANCE DEDUCTI ON FI LES (ltem 6-12)
These are reports and rel ated papers including copies of vouchers
and paynent schedul es pertaining to i nsurance deducti ons.

RETENTI ON

Retain for 3 years after separation of enployee and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)

LEAVE ADJUSTMENT RECORD (Item 6-13)
These are reports of all |eave adjustnments nade during a pay
period. This report includes category of adjustnents, the anount,
soci al security nunber, and nane.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1996)

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

LEAVE APPLI CATI ON FI LES (lItem 6-14)

These are applications for | eave and supporting papers relating

to request for, and the approval of taking |eave tinme (vacation,
sick, etc.).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/ 96)

LEAVE DATA FI LES (I'tem 6- 15)

These files contain records of conpilations of |eave earned and
t aken. I ncludes the annual |eave conpilation card.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301 (1)(b) (1996)

(Approved 12/96)

MONTHLY PAYROLL DEDUCTI ON BI LLI NGS (1tem 6-16)
These billings are deduction letters frominsurance conpani es.
They are attached to the payroll listing enployees enrolled in
optional deductions for specialized insurance and serve as an
i nsurance billing. They include billings and deduction sheet.
RETENTI ON

Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

PAYROLL REG STER (I'tem 6-18)

This register is a nunerical listing by check nunber and agency
codes of all payroll checks issued by the county. It includes
code, date, warrant nunber, nanme of enployee, social security
nunber, types and anmounts of individual deductions, and may

i nclude hourly rate, and nunber of hours worked. Though this
register is frequently used to reference specific payroll checks,
it mght be the only record of enployee salaries and would then
serve the sanme retirenment purpose as the Enpl oyee earnings
history files.

RETENTI ON
Retain for 7 years if agency has enpl oyee earnings history
files and then destroy. Retain for 65 years, if agency does
not have enpl oyee history files and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (2002)

(Approved 03/03)

PAYROLL ABSENCE SUWNVARY REPORT (ltem 6-17)

This nonthly summary report authorizes paynents for | eave taken
by contracted professional and classified personnel. It includes
school, period covered, days absent, nunber of days, nane of
absent enpl oyee, reason for absence, nane of substitute,
signature and title.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: reasons for absence

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

PAYRCOLL VOUCHER (Item 6-19)
This report formis submtted nonthly by contracted and
noncontracted enpl oyees aut horizing paynents for services
rendered over and above their regular contract.(e.g., extended
career | adder days, substitute pay, supervision of facilities,
adult education classes taught). It includes social security
nunber, enpl oyee nane and address, date, budget nunber, and a
listing of days and hours, services rendered where and for whom
pay rate per day/hour, amount due, approval signatures of
princi pal and supervisor/director, and signature of clai mant
certifying anobunts are accurate.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301(1)(b) (1996)
(Approved 12/96)
PERSONNEL ACTI ON RECORDS (1tem 6-20)
These forns are used to make corrections to payroll. They include

date, nane, school, address, telephone nunber, social security
nunber, and sections for addi ng applicable informati on on new
enpl oyees, any salary adjustnent, and term nating enpl oyee.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: soci al security nunber

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

RETI REMENT FI LES (I'tem 6-21)
These are reports and register control docunents relating to an
enpl oyee' s retirenent.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 12/96)

RETI REMENT REPORTS (lItem 6-22)
This is a nonthly report submtted to State Retirenent on anounts
contributed to retirenent system It is used for verification
pur poses. The O fice of Education sends nonthly the information
on magnetic tape to State Retirenent and prints a paper copy for
t he school district, later the Retirement O fice sends the
district worksheets to check data. |ncludes social security
nunber, menber nanme, fund agency, period covered, anount
contributed, earnings, and anmounts enpl oyee and enpl oyer pai d.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

TAXABLE WAGE EARNI NG REPORTS (I'tem 6-23)
These files contain records on individual enployee's incone
taxes. Include returns on incone taxes such as IRS Form W 2,
reports of withheld federal taxes, such as RS Form W3 with

rel ated papers, and reports relating to incone and soci al
security taxes.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)

TI ME SHEETS (ltem 6-24)
These are records which verify hours worked (regular and
overtine), |eave earned (vacation, sick, energency,
conf erence/ prof essional ) and taken by school district enployees.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-3-302 (1)(e) (1995)

(Approved 12/96)
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SCHEDULE 6
PAYROLL RECORDS

WAGE SURVEY FI LES (I'tem 6- 25)

These files contain wage survey reports and data, working papers
and rel ated correspondence pertaining to area wages paid for each
enpl oyee cl ass; background papers establishing need,

aut hori zation, direction, and anal ysis of wage surveys;

devel opnent and i npl enentati on of wage schedul es; and devel opnent
of specific rates (excluding authorized wage schedul es and wage
survey recapitulation sheets).

RETENTI ON
Retain until conpletion of second succeedi ng wage survey
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/96)
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SCHEDULE 7
PURCHASI NG RECORDS

Ut ah School Districts CGeneral Retention Schedul e 53



SCHEDULE 7
PURCHASI NG RECORDS

CONTRACT PURCHASI NG RECORDS (ltem 7-1)

These records docunent purchasing and construction contracts.

They include the contract, correspondence, and rel ated records
pertaining to award, adm nistration, receipt, inspection, and
paynents.

RETENTI ON
Retain for 6 years after expiration of contract (UCA
78-12-23(2) (1995) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

| NVENTORY RECORDS (Item 7-2)

These cards are used to maintain an inventory of supplies and
equi pnent previously purchased by the district and their
suppliers. The cards include item nunber, item description, names
of suppliers, stock on hand, and ordering information. The cards
wi || soon becone obsol ete once the automation of the file has
been conpleted. The automated file is progranmed to automatically
erase obsolete information fromthe files once they have becone
full.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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| N\VO CES

SCHEDULE 7
PURCHASI NG RECORDS

(ltem 7-3)
These records docunent the procurenent of goods and services for
the school district. They usually include the date, nunber of
itens received, descriptions of itens, invoice nunber, purchase
order nunber, vendor, unit and total price of goods. Invoices are

usual ly part of the accounts payable files or purchase order
files.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

LEASI NG CONTRACT FI LES (ltem 7-4)

These records docunent buil ding or equi pnent |easing contracts
bet ween the school district and a private vendor or other
governnent al agency. They include the actual |ease and other
rel ated records docunenting the agreenent.

RETENTI ON

Retain for 4 years after contract expires (UCA 70A-2a-506
(1995)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 7
PURCHASI NG RECORDS

PRI CE QUOTATI ON FI LES (Item 7-5)
These records relate to the bid process for obtaining goods or
services. Price quotations are given by venders and ot her
conpani es estimating the cost of their services to the school
district. The records include quote forms, correspondence,
purchase orders and other itens of information.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

PRI OR PAYMENT REPORT (ltem 7-6)
This report lists all paynments made to individual vendors. It is
used for reference purposes. The report is updated nonthly and is
received initially as a conputer printout. The annual report
contai ning all vendor paynents for the fiscal year is received on
conmput er out put mcrofiche. The report includes vendor nunber and
nane, 1099 flag (for purchases over $600 which require an
| nternal Revenue Service forn), purchase order nunber, invoice
nunber, account nunber, check nunber, and check date.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)
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SCHEDULE 7
PURCHASI NG RECORDS

PURCHASE ORDER (ltem 7-7)
These are fornms authorizing the order to purchase supplies or
equi pnent by the school district. They contain the nanme of
requesti ng agency, nanme of vendor, item date ordered, delivery
date, purchase order nunber, account charged, and authori zing
si gnat ur e.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

PURCHASE REQUI SI TI ON FI LES (Item 7-8)
These files contain requisitions for supplies and equi pnent from
current inventory.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 7
PURCHASI NG RECORDS

REAL ESTATE ACQUI STI ON FI LES (Item 7-9)

These records docunent the purchase of real property by the
school district. They include the contract and rel ated
correspondence.

RETENTI ON

Retain for 7 years after unconditional sale of property and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(7) records prepared in
contenpl ati on of sal e, exchange, |ease,
rent al
(Approved 08/96)
RECEI VI NG SLI PS (Item 7-10)

These are conpleted forns indicating that ordered itenms have been
recei ved. These slips include date, name of supplier, order
nunber, quantity, and a description of the itens ordered and
recei ved.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)
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SCHEDULE 7
PURCHASI NG RECORDS

REQUESTS FOR PROPCSALS (ltem 7-11)
These are proposals subnmtted by private vendors in response to
bid requests by the school district. They are used to nmake
deci si ons on purchasi ng equi pnent or adopting new systens. The
proposal s usual ly include the nanme, address, and phone nunber of
conpany submtting the proposal; the proposal; advantages over
other simlar equi pnent or prograns; costs; and estinates of
conversion costs and tine.

RETENTI ON
Retain for 2 years after decision and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

REQUI SI TI ONS (ltem 7-12)
These are accounting requests from school or departnent for goods
pur chased or services rendered.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

SERVI CE AGREEMENT RECORDS (Item 7-13)
These records docunent the professional service agreenents
bet ween any school district agency and professional individuals
or between agencies for tenporary services. They include the
servi ce agreenent and other related records.

RETENTI ON
Retain for 4 years after |ast paynent (UCA 78-12-25(1)
(1995) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 7
PURCHASI NG RECORDS

SUCCESSFUL BI D PROPCSALS FI LES (Item 7-14)

These files contain fornmal proposals submtted in response to the
bi ddi ng process to provide products or services to a school

district agency by a private vendor which was awarded the school
district contract.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)

TAX EXEMPTI ON RECORDS (1tem 7-15)
These records docunent the school district's sales tax exenption

for specific purchases. They include tax exenption certificates
and rel ated records.

RETENTI ON

Retain for 3 years after period covered by rel ated account
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

UNOPENED BI DS PROPOSAL FI LES (ltem 7-16)

These are solicited and unsolicited bids and proposals to provide
products or services which, due to funding or adm nistrative
reeval uation, are no longer required by the school district
agency or will not be opened to the bidding process.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)
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SCHEDULE 7
PURCHASI NG RECORDS

UNSUCCESSFUL BI DS AND PROPCSALS FI LES (ltem 7-17)
These are solicited and unsolicited unsuccessful (rejected) bids
and proposals to provide products or services to an agency by a
private contractor.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)

VENDOR LI ST (Item 7-18)

This is a list of vendors providing goods and services to the
school district. It usually includes nanes of vendors, addresses,
phone nunbers, and descriptions of goods or services provided.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

VOUCHERS (ltem 7-19)
This is an official authorization to pay on a claimor bill.
I ncl udes nane of departnent fund, check nunber, date, anount of
claim transmttal sheet nunber, and authorizing signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 8
Rl SK MANAGEMENT
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SCHEDULE 8
Rl SK MANAGEMENT

DI SASTER PLANNI NG FI LES (ltem 8-1)

These files are used to prepare district-wide plans for action to
address energency conditions (e.g., fire, flood, earthquake, and

ot her disasters). They include studies and eval uati ons undert aken
by the county and the conpl eted disaster plan.

RETENTI ON
Retain for 5 years after being superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (10) (1995

(Approved 06/ 97)
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SCHEDULE 8
Rl SK MANAGEMENT

GENERAL LI ABI LI TY ACCI DENT REPORT (Item 8-2)

This is a report formconpleted and sent to the district's

i nsurance carrier on accident's where a student or patron was
seen or treated by a nedical provider (or absent for nore than
one-hal f day) or where school liability is an issue. This report
i ncl udes policyhol der nanme, address, and tel ephone nunber;
accident's date, tine, location, first notification, and nanme of
person making notification; description of accident or
occurrence; injured person's name, narital status, age, address,
t el ephone nunber(s); nature and extent of injuries; nanme of
doctor or hospital; probable cause of accident or occurrence;
property damage; names, addresses, and tel ephone nunbers of

Wi t nesses; nane, position, and tel ephone nunber of person
conpleting form nanme of person reporting incident; nane of
person receiving report; date; signature of person conpleting
report; and any renarKks.

RETENTI ON
Retain for 5 years or until all litigation is resolved and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: medi cal i nformati on, hone address and
t el ephone nunbers,

(Approved 06/97)
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SCHEDULE 8
Rl SK MANAGEMENT

HEALTH AND ACCI DENT | NSURANCE RECORD (Item 8-3)
These are application fornms conpleted by district enployees
enrolling into health and acci dent insurance. The original is
sent to the insurer. Includes district nane; specific job title;
date of enpl oynent; policy nunber; enployee nanme, social security
nunber, address, birthdate, tel ephone nunber(s); beneficiary and
contingent beneficiary and rel ationships; information on other
i nsurance and enpl oynent; information of coverage requested;
optional waiver of group insurance; listing of famly nenbers to
be covered containing nane, sex, birthdates, physicians nanes and
addr esses; enpl oyee's signature authorizing deductions for
i nsurance; date; effective date and approval signature.

RETENTI ON

Retain until insurer changed or enpl oyee separati on and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 97)

| NSURANCE POLI CY FI LES (Item 8-4)
These are insurance policy contracts between the district and
private insurers.

RETENTI ON
Retain for 18 years after expiration of policy and
settlenent of all clains and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 8
Rl SK MANAGEMENT

| NSURANCE REPORTS (Item 8-5)
These reports are used for the reference and generation of clains
whi ch neither required an investigation nor resulted in
[itigation.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 06/97)

LI ABI LI TY RI SK MANAGEMENT CASE FI LES (I'tem 8-6)
These case files docunent the reporting, investigation, and
settlement of liabilility claims filed against the district.
RETENTI ON

Retain for 10 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (23) (1995
(Approved 06/ 97)
MEDI CAL AND DENTAL | NSURANCE CLAI M FI LES (Item 8-7)

These files contain nedical and dental clains for school district
enpl oyees. They are used to track clains and for cost anal ysis of
i nsurance prograns.

RETENTI ON
Retain for 3 years after all clains settled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302 (1)(a) (1995)

(Approved 06/ 97)
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SCHEDULE 8
Rl SK MANAGEMENT

SAFETY SELF- | NSPECTI ON REPORTS (Item 8-8)

These sel f-inspection survey reports are conpleted annually by
each school on forns provided by the State Division of State Ri sk
Managenment. There are three separate required survey forns

i ncludi ng the general survey, cafeterial/kitchen survey, and

pl ayground survey. The purpose of this report is to identify
potential hazards wi thin school buildings and on school sites. If
t he school conpletes these reports, it may receive a 15 percent
di scount on its insurance premumafter a follow up survey has
been conducted. These safety inspections are submtted to the
District Ofice, accunul ated, and sent to the State Risk
Managenment for evaluation by April 1st. These survey forns

i ncludes district nane, date, school, nane of person conpleting
survey, and responses to survey questions (yes, no, not
applicable). The State Division of R sk Managenent retains the
record copy for twelve years.

RETENTI ON
Retain for 1 year or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

Ut ah School

Districts General Retention Schedul e 67



SCHEDULE 8
Rl SK MANAGEMENT

STUDENT | NJURY REPORT (Item 8-9)
This report is conpleted by school personnel imrediately after a
severe student injury and a copy is then submtted to the State
Child Injury Prevention Program An injury is considered severe
if it requires the loss of a half day or nore of school or
warranted nmedi cal attention or was required to be reported by
district policy. The formincludes child s nane, parent's nane,
di strict nane and nunber, and school nane and nunber; student's
sex, birthdate, and grade; accident's date and tine; nunber of
days absent; action taken by school and parent; nature of injury;
area affected; contributing factors; period; surface; |ocation;
activity; equipnment; injury description; signature of person
maki ng report; title code; and principal's signature. The state's
copy is retained for five years.

RETENTI ON
Retain for 18 years or until 2 years after resolution of
any claimor litigation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/97)
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SCHEDULE 8
Rl SK MANAGEMENT

WORKER' S COVPENSATI ON EMPLOYEE' S FI RST | NJURY REPORT (I'tem 8-10)

This report nust be submtted to the Industrial Commi ssion in
connection with UCA 35-1-97 and 35-2-103 (1993). The fornms are
prescri bed by the Conm ssion to report any work-related fatality,
injury, or any occupational disease resulting in nedical
treatnment, |oss of consciousness, loss of work or restrictions of
work. The report is conpleted for cases involving an enpl oyee who
is injured on the job and/or neets one of the criteria specified
in UCA 35-2-103 (1993). The district conpletes, signs, and mails
the report to the Industrial Conmm ssion as prescribed by |law. The
report nust be filed with the Commi ssion within (7) days of the
occurrence. The Conm ssion maintains their copy for seven years.

RETENTI ON
Retain for 3 years or until final report filed and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 97)
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SCHEDULE 9
CH LD ACCOUNTI NG ATTENDANCE RECORDS
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SCHEDULE 9
CH LD ACCOUNTI NG ATTENDANCE RECORDS

ANNUAL PUBLI C SCHOOL ENROLLMENT REPORT (lItem 9-1)
This report is conpleted on student enrollnment and dropouts as of
Cctober 1. It is used to qualify for state funding. I|ndividual
school s directly update the State conputer system The report is
printed, signed and audited by district external auditors and
sent to the State Ofice of Education. The report includes
student enrol |l nent by school, by grade, and ethnic group. The
report also includes the dropout report.

RETENTI ON
Retain for 5 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

ANNUAL STATI STI CAL REPORT ( S-3) (ltem 9-2)
This is an annual three-part report submtted to the State Ofice
of Education on student enrollnment, adult education, and staffing
levels. It is used to create the state annual report. Al figures
are certified. The first part is a nenbership summary contai ni ng
t he year-end enrol | nent and aggregate days nenbershi ps including
statistics on high school graduates, fee waivers, drivers
educati on, youth-in-custody, imunizations, fire drill
conpliance, out-of-district tuition paid students, and incidents
of delinquency activity. The second part reports on full tine
equi val ent (FTE) and racial background for all classified

enpl oyees and sunmer school certified personnel. . The third part
reports on all adult basic education and adult high school

pr ogr ans.

RETENTI ON

Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 9
CH LD ACCOUNTI NG ATTENDANCE RECORDS

BLOCK HI STORY MONTHLY REPORTS (Item 9-3)

These nonthly reports provide geographi c projections on student
enrol Il ment. They are printed as needed and are used for future
pl anni ng. The reports contain the nunber of people living on each

bl ock (or grid) within city or county and the nunber of school
age per block (or grid).

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

FAM LY HI STORY CARDS ( CENSUS CARDS) (Item 9-4)

These card files docunent surveys undertaken of famlies residing
within the school district. These surveys were undertaken during
t he 1950s, 1960s, and 1970s and were used as an offici al
accounting of children living within the school district
boundari es for planning purposes. These tine-consum ng surveys
wer e di scontinued during the 1980s. The cards include date,
parents' nanmes and address, children's nanes, gender, and ages.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 97)
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SCHEDULE 9
CH LD ACCOUNTI NG ATTENDANCE RECORDS

PUBLI C LAW 874 SURVEY FORMS (Item 9-5)

These records docunent the annual survey taken to qualify for
federal inpact funds in accordance with 34 CFR 222 (1996). Public
Law 874 provides federal funding for eligible school districts

wi th students whose parent(s) or guardian(s) live or work on
federal property. Only districts where children equal at | east
2,000 average daily attendance (ADA) and 15 percent of the
district's total average daily attendance may receive paynents.
The follow ng report forns are submtted to the district's

busi ness adm nistrator: a survey form a school survey sunmary,
and a statistical report form The survey formis conpleted and
signed by the parent or guardian and certifies whether parent was
a menber of the arnmed services on the survey date or was enpl oyed
on federal property. The school survey sumrary is a summary of
federal enployment and lists the nunber of parents or guardi ans
enpl oyed at a specific federal installation. The statistical
report form sumrari zes the total school nenbership by grade |evel
on the survey date as well as the nunber of pupils present and
nunber of pupils absent on that date. Al forns are conpleted in
detail, dated, and signed by the school principal.

RETENTI ON
Retain for 3 years after the last paynent for a fiscal year
or until resolution of any questioned audit and any
necessary adjustnents to paynent have been made (34 CFR
222.10 (1996)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 9
CH LD ACCOUNTI NG ATTENDANCE RECORDS

STUDENT DROPOUT ANNUAL REPORT (Item 9-6)

This report was required by the State Ofice of Education to
create their annual report. In 1996, it was discontinued and the
information was incorporated into the fall enroll nent report. The
report is used to give basic information and statistics on those
who dropped out of school during the course of the school year.
The i nformation about the students includes nanme, address, phone
nunber, race, sex, and grade.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: address, tel ephone nunber, race and sex

(Approved 06/97)
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SCHEDULE 10
CURRI CULUM | NSTRUCTI ON RECORDS
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SCHEDULE 10
CURRI CULUM | NSTRUCTI ON RECORDS

CAREER LADDER REPORTS (ltem 10-1)
These reports are conpleted twice a year by each district. Plans
for Career Ladder program and funds are reported and approved by
the State Board in the sunmmer and fall and end-of-year reports
made in June. The databases conpiled fromthese reports record
di strict conparisons of program conponents and fundi ng of
conponents on both district plans and end of year reports.

RETENTI ON
Per manent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

CURRI CULUM ENROLLMENT (Item 10-2)
This is an annual report submtted by districts to the State
O fice of Education describing to the quarter hours of coll ege
credit taught to high school students for concurrent high school
and college credit on both the high school and coll ege canpuses.
It is used to admi nister the programand to generate district
fundi ng. The report includes district, school student, class and
credit information.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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SCHEDULE 11
FACI LI TI ES RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT ACCESSI BI LI TY RECORDS (ltem11-1)
These records docunent conpliance to the Americans with
Disabilities Act (ADA). They include surveys of schools and ot her
district buildings to determ ne accessibility to the physically
handi capped, copies of federal regulations, proposals for
i npl ementing the act, correspondence, resolutions, and sol utions
to access probl ens.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

AS- BU LT CONSTRUCTI ON PLANS AND SPECI FI CATI ONS (Item 11-2)
These are the final plans and specifications for approved and
constructed district buildings.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 11
FACI LI TI ES RECORDS

ASBESTOS MANAGEMENT PLAN (I'tem 11-3)
Thi s managenment plan is required by 40 CFR 763.93 (1992) to be
devel oped for each school on or before Cctober 12, 1988. The pl an
is required to be devel oped by an accredited nmanagenent pl anner
and to include a list of the name and address of each school
bui | di ng and whether they contain friable and nonfriabl e Asbestos
Buil ding Material (ACBM, friable and nonfriable suspected ACBM
assunmed to be Asbestos Containing Material (ACM (40 CFR
763.93(e) (1992)) and nust contain "a true and correct statenent,
signed by the individual designated by the | ocal education
agency" certifying that |ocal agency responsibilities have been
or will be nmet (40 CFR 763.93(1) (1992). Each | ocal educational
agency "shall nmaintain and update its nanagenent plan to keep it
current with ongoing operations and nai nt enance"” (40 CFR
763.93(d) (1992)). Every six nonths a surveillance report is
required to be prepared by each principal (40 CFR 763.92(b)(2)
(1992)). A copy of this report becones part of the managenent
plan (40 UCA 763.92(b)(2)(iii) (1992)). The surveillance reports
i nclude district name, school nane, building, date, sanple
nunber, percent, type, original condition, change,
recommendati on, and signature of person perform ng surveillance.

RETENTI ON
Retain until school vacated or closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: 40 CFR 763.93(12) (g) (3) (1992).

(Approved 06/97)
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SCHEDULE 11
FACI LI TI ES RECORDS

CHANGE ORDER RECORDS (ltem 11-16)
These records docunment changes made during the construction which
require increased expenditures. They are al so used for budgeting
pur poses. They include purchase orders, copies of bills,
applications of certificate for paynment, copies of work orders,
construction budget report, detailed statenments, and weekly tine
sheet s.

RETENTI ON
Retain for 6 years after construction conpl eted and destroy
(UCA 78-12-25.5(2) (1996).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CONSTRUCTI ON CASE FI LES (lItem 11-12)
These case files docunent the construction of new district
bui |l di ngs and addition to existing structures. They include
architect's field reports; performance bonds; construction
charges; insurance certificates; observation reports; various
i nspections (fire marshal's, construction inspection; district
i nspections); conpletion certificates; correspondence with
property owner(s), architect, and contractors; certificates of
conpl etion; and other related correspondence.

RETENTI ON
Retain for 6 years after conpletion of construction and
t hen destroy (UCA 78-12-25.5(2) (1996)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 11
FACI LI TI ES RECORDS

CONSTRUCTI ON LEGAL FI LES (ltem 11-17)
These construction records docunment agreenents between the school
district, architects, contractors and subcontractors. They
i nclude original agreenments and contracts, certificates of
i nsurance, and performance bonds.

RETENTI ON
Retain for 6 years after expiration of contracts and
destroy (UCA 78-12-23 (1996)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CONSTRUCTI ON PAYABLE FI LES (Item 11-15)
These files contain all paynments made for the construction of
district buildings. They are used to track all construction
expenditures and for budgeting purposes. They include purchase
orders, invoices, copies of bills, applications of certificate
for payment, copies of work order, construction budget report
detail ed statenents, and weekly tine sheets.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

| NDI AN STUDENT LI ST (Item 11-18)
This is a list of Native Anericans enrolled in school district.
It is required by Title 9. It includes student nane, guardi an
address, grade, section, township, range, and parent's/guardians/
nanes.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 11
FACI LI TI ES RECORDS

OPERATI ON MANUALS (Item 11-11)
These are nanual s on the operation of all equipnent wthin
district (e.g., heating and cooling systens). They are used to
properly maintain and repair district equi pnent. They include
nodel nunbers; serial nunbers; manufacturer's nanme, address, and
t el ephone nunber; maintenance instructions; parts |istings; and
schismati cs.

RETENTI ON

Retain until superseded or equi pnent replacenent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

PRECONSTRUCTI ON CASE FI LES (lItem 11-10)
These case files docunent all aspects of the planning process for
t he construction of school and district buildings. They include
advertisenment for bids, requests for proposals (RFPs),
subcontractor and contractor bid tabul ations, bid bonds,
architects and contractors agreenents, specifications, nenoranda,
soils and foundation reports, prelimnary drawi ngs, accepted bid
proposal s, cost estimates, copies of insurance policies,
oper ati onal procedures, guidelines and requirenents for
submitting proposals, construction change orders, copies of
nmeeting m nutes and agenda, design data, and rel ated
correspondence.

RETENTI ON
Retain for 3 years after conpletion of construction and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 11
FACI LI TI ES RECORDS

REAL PROPERTY FI LES (I'tem 11-8)
These are reference files on all property owned by the district.
They are used to reference information on individual school and
ot her school property. They include deeds, photographs,
correspondence, nenoranda, contracts and other itens of
i nformati on concerning school property. The series also includes
i nformation on cl osed school s.

RETENTI ON
Permanent. May be transferred to the State Archives after
property is sold.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

RENTAL AGREEMENTS (ltem 11-9)
These files contain agreenents between the district and persons
or organi zations for renting space in district buildings. They
are used to authorize the rental, collect fees, indicate the need
of any equi pnent, and explain any applicable rules and
regul ations for the use of district buildings. They include date,
name of individual, business, or organi zation; space to be rented
and nanme of school; date and tinme of use; equi pnent needed;
anount of rent; date fees due; rules for use of space, signature
of district adm nistrator approving rental; signature, address,
and phone nunber of renter. After the use of rental space
cust odi ans conplete a copy of the formindicating any additional
fees to be charged and/or any problens with the rental.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 11
FACI LI TI ES RECORDS

RENTAL AND FACI LI TY SUPERVI SI ON REPORT (ltem 11-4)
This nmonthly report is submtted to the district's business
adm nistrator on all school facility rentals. It is used for
accounting purposes. The report includes the school nanme, nonth
and year, nane of agency using facility, date used, facility
used, total hours used, fees collected, other nonies collected,
nanme of persons assigned by principal, total tinme spent by
supervi sor, and principal's signature.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

SHOP DRAW NGS (ltem 11-13)

These are the working architectural drawi ngs used during
construction. They docunment changes during construction. They

i ncl ude bl ueprints and specifications, notes, and shop draw ng
| ogs.

RETENTI ON
Retain until conmpletion of construction and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

SPACE UTI LI ZATI ON REPORTS (ltem 11-5)

These are annual reports on the amount of floor space in school
district buildings. They are used for planning purposes. The
report includes nunber of roons, square footage per room and
room capacity.

RETENTI ON
Retain until superseded or obsol ete and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 11
FACI LI TI ES RECORDS

TESTI NG RECORDS (Item 11-14)
These records document on-goi ng test undertaken during
construction. The tests are used to determ ne whet her
construction materials neet specifications and to identify any
problenms with soils at the construction site. They include
conpression results for concrete and asphalt and soil tests.

RETENTI ON
Retain for 2 years after construction conpletion and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/97)
WORK ORDER LOG (Item 11-6)

This is alog of all work orders. It is used for reference to
verify that work was perfornmed. Includes work order nunber, work

order request, dates received and conpleted, record of trouble
call s and work conpl et ed.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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WORK ORDERS

SCHEDULE 11
FACI LI TI ES RECORDS

(ltem 11-7)
These fornms are used to request nmintenance and repair of

di strict equi pnent or buildings. They include work order nunber,
date, school or district office, type of repair (building or
equi pnent), principal's or director's approval, account nunber,
repair problem and information on conpletion of repairs (parts,
| abor, person nmaking repairs, and date).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 12
FOOD SERVI CE RECORDS

ANNUAL SCHOOL LUNCH AND BREAKFAST STATI STI CAL REPORT (ltem 12-1)
This is the annual statistical report on the school | unch,
special mlk, and breakfast prograns submtted to the State Child
Nutrition Section. It is used to create the state annual report
and to conply with federal requirenents. Includes district
nunber; period covered; nunber of institutions in |lunch and
br eakf ast prograns; average nunber of days |unch served;
variations in nunber of days schools served |unch; reduced price
charged to students for lunch; total nunber of reinbursable
student lunches clainmed (free, reduced, paid); average nunber of
days breakfasts served; variations in nunber of days schools
served breakfast; reduced price charge to student for breakfast;
total nunber of reinbursable student breakfasts clainmed for
regul ar and severe need (free, reduced, paid); title and the
reporter's signature. The Schedule A formis submtted with the
annual policy indicating each school's percent of free and
reduced price lunch participation in the second precedi ng year.
| f the school served at |east forty percent free and reduced
meal s then that school qualifies for severe need breakfast
rei mbursenent. Qualifying schools are entitled to additional
br eakfast program di sbursement federal funding. Surmmer prograns
qualify if the percentage of free and reduced |unches are at
| east fifty percent of lunches served. The State Child
Nutrition's copy is retained for "3 years after final status
report is filed with the U S. Departnent of Agriculture" in
accordance with 7 CFR 210. 23 (1995).

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 12
FOOD SERVI CE RECORDS

DEPARTMENT OF AGRI CULTURE FOOD USAGE AND | NVENTCRY REPORT (ltem 12-2)

This is a report submitted in June and Decenber to the Child
Nutrition Section, Uah State Ofice of Education. The report is
used to verify usage of U S. Departnment of Agriculture (USDA)
food indicating what and how fast it is being used. This report

i ncludes program report closing date, USDA food received, units
on hand, transfers out of the School Food Authority (SFA), total
avai |l abl e for use, anmount used, adjustnent, and new i nventory.
The state maintains their copy for 3 years after close of fiscal
year to which records pertain and then destroy.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

FREE AND REDUCED MEALS ANNUAL POLI CY AGREEMENT (ltem 12-4)

This agreenent policy is a |l egal contract between the state and

| ocal districts participating in the Child Nutrition Prograns.
After 1997 a permanent agreenent would be initially made,

foll owed by an annual extension docunent updating current
signatures and information. It includes the prototype free and
reduced price policy, changes, and current benefit application.
Copi es of the free and reduced price neal policies nust al so be
mai nt ai ned at each school. The state's copy is maintained for 3
years after formal status report is filed with U S. Departnment of
Agriculture in accordance with 7 CFR 210.23(c) (1995).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 12
FOOD SERVI CE RECORDS

FREE AND REDUCED MEALS APPLI CATI ONS (ltem 12-3)
These application forns are conpleted by famlies requesting free
or reduced price neals. They list all household nenbers, give a
br eakdown of nonthly household inconme, and require the signature
and social security nunmber of the adult househol d nenbers
applying. A section is conpleted by the school/district which
identifies the approved neal type (free/reduced) and is signed
and dated by the approving official. These fornms nay either be
mai ntai ned at the individual school or at the district |evel.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 97)

MEALS AND M LK COUNT REPORTS (Item 12-5)
These are reports submtted to the district by each elenentary
and secondary school on mlk and neals served daily. They are
used to conpile a nonthly report to the State Ofice of Education
and to generate reinbursenents for neals neeting regulating
requi renents. The report includes the date, school, total neals
served, nunber of paid, reduced, free, paid, and adults served.

RETENTI ON
Retain for 3 years after close of fiscal year to which
records pertain and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 12
FOOD SERVI CE RECORDS

MONTHLY REI MBURSEMENT CLAI M REPORT (Item 12-6)
This is a nonthly claimreport on the National School Lunch,
M | k, and Breakfast prograns submtted to the State Child
Nutrition Section of the Uah State Ofice of Education. It is
used to request reinbursenents for free, reduced price, and paid
| unches and breakfasts provided to all school children according
to eligible status. The report includes program nane, agreenent
nunber, begi nning and endi ng dates of report; nunmber of sites;
attendance factor; statistics for children approved; potentially
eligible; public school neals actually served and neals served to
non- public school children for free, reduced, paid and totals;
expl anations of change fromcurrent and previous nonths for free,
reduced, paid, and totals; statement certifying accuracy of
report; authorizing signature; date; and report preparer's nane.
The State's copy is maintained for 3 years after final status
report is filed with the U S. Departnent of Agriculture in
accordance with 7 CFR 210. 23 (1995).

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

PACKI NG SHEETS (ltem 12-7)
These are packing lists acconpanying all food purchases. They are
used to verify shipnents and recei pt of food purchases. The lists
i nclude date, ticket nunber, page and run nunbers, district nane,
nunber of boxes delivered, requisition nunber, original quantity
ordered, quantity shipped, still on order, unit (case, bag, can),
unit cost, total cost, item nunber, itemdescription, and totals.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 12
FOOD SERVI CE RECORDS

VERI FI CATI ON REPORT (ltem 12-8)

This is an annual report submtted to the Ofice of Education's
Child Nutrition Prograns to verify accuracy of incone |evels and
nunber of children served with free and reduced neals. The report
i ncludes district nane, date, total nunber of free/reduced price
applications on file as of Cctober 31, the percent sanple of
children sel ected (depending on the type of verification used),
how sel ecti on was nade (conmputer or random nunber table), total
applications needed for verification purposes, total applications
actually verified, total applications with no change in status,
total applications changed category, total applications

term nat ed because applicants failed to respond to survey,

whet her verification conpleted by Decenber 15, and signature. The
summary tracking verification formfrom each school includes
application nunber, head of household selected for verification,
whet her free or reduced, nunber of children, indication of any
change, date, any comments, totals, signature of verifying
official, and dates report conpleted and submtted to State.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

Ut ah School
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SCHEDULE 13
LI BRARY/ MEDI A CENTER RECORDS

ACCESSI ON RECORDS (Item 13-1)
These records docunment the accession of library materials. They
include title, publisher's nane, date ordered and received, |ist

price, and discount price.

RETENTI ON
Retain until adm nistrative need ends and then destroy;
accessi on books created before 1960 permanent, transfer to
State Archives with authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/97)
Cl RCULATI ON RECORDS (I'tem 13-2)
These are records of all library materials checked out fromthe

library system They may be automated or manual systens. The
information includes the itemtitle, identification nunber
(barcode nunber), date item due, patron nane and |ibrary card
nunber .

RETENTI ON
Retain until itenms returned and | ate fees paid and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1996).

(Approved 06/ 97)
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SCHEDULE 13
LI BRARY/ MEDI A CENTER RECORDS

HOLDI NGS CATALOG (Item 13-3)
This catal og serves as a finding aid for library users in
locating library materials currently in the library collection.
Manual |ibrary catal ogs have been replaced in many libraries with
on-line catal ogs. These catal ogs are constantly being updated as
materials are added and wi t hdrawn. The information includes cal
nunber, author, title, publisher, nunber of copies, date and
subj ect headi ngs. Conmputer catal ogs al so include nunber and
status of copies (on shelf, checked out and date due).

RETENTI ON
Retain until catal og closed and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

LI BRARY COWPLAI NTS (Item 13-4)
These records docunent conplaints received and actions taken
concerning library services, including progranm ng and materi al
sel ection policies. They include conplainant's nane, address, and
t el ephone nunber, date, explanation of conplaint, and rel ated
correspondence.

RETENTI ON
Retain for 1 year after resolution and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1996)

(Approved 06/ 97)
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SCHEDULE 13
LI BRARY/ MEDI A CENTER RECORDS

LOST MATERI ALS AND REFUND RECEI PTS (Item 13-5)
These are receipts issued by the library when a patron pays for
lost library materials. They are used to verify paynent and if
the book is located a refund will be granted. These receipts al so
serve as a backup record to verify paynent if a question arises.
The receipts include the patron nane and identification nunber
(barcode nunber), library materials' titles, anount paid and
dat e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1996).

(Approved 06/ 97)

PATRON ASSI STANCE PUBLI CATI ONS (Item 13-6)
These publications are booklists and ot her guides created by
library staff nenbers. They are used to aid students in |ocating
library materials and to assist in using the library. The
i nformati on contained in these publications vary but all include
the library name and | ocati on.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 13
LI BRARY/ MEDI A CENTER RECORDS

SHELF LI ST (Item 13-8)
This is the master inventory of all library holdings currently in
the library collection. Traditionally the record was a card file
whi ch was arranged by shelf or classification nunber, but has now
| argely been conputerized. This master inventory is constantly
bei ng changed as materials are added and wi thdrawn fromthe
collection. It includes classification nunber (or call nunber),
author, title, and nunber of copies.

RETENTI ON
Retain until catal og closes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

STUDENT REQUESTS (ltem 13-7)
These are requests by students or staff for materials currently
checked out or to add new materials to the nedia center
coll ections. They may be a formand/or electronic record. They
may include library card nunber; patron's nane, address,

t el ephone nunber, and signature; call nunber, author, and title
of material requested; patron's signature, and indication of
material's status (checked out, overdue, reordered,
out-of-print).

RETENTI ON

Retain for 1 year or until request is filled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1996).

(Approved 06/ 97)
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SCHEDULE 14
PERSONNEL RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT ( ADA) ACCOVMODATI ON REQUESTS (lItem 14-6)
These requests are nade by individuals for disability
acconodati ons. They include nedi cal data about the person,
acconpdati ons nade, denials, appeals, and other information about
acconodati on requests from service, program or activity
reci pients, including applicants, enployees and vol unteers.

RETENTI ON

Retain for 5 years after termnation or retirenment and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)

CAREER LADDER REPORTS (I'tem 14-35)

This report is conpleted once a year by each district. Plans for
t he Career Ladder program and funds are reported and approved by
the State Board of Education in the summer and fall and

end-of -year reports made in June. The dat abases conpiled from
these reports record district conparisons on both district plans
and end of year report.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

CERTI FI ED EMPLOYEE CONTRACTS (ltem 14-11)
These are enpl oynment contracts between the district and
i ndi vidual certified enployees. Contracts are signed by both the
i ndi vi dual enpl oyee and the superintendent, assistant
superintendent, or business adm nistrator. They may include the
foll owi ng: the agreenent, nane of certified enpl oyee, step and
| ane, basic salary, social security nunber, total conpensation,
nunber of years in district, nunber of years out of district,
whet her paynents are made in ten or twelve nonth increnents
paynments for extra periods, and date.

RETENTI ON
Retain for 6 years after expiration of contract and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 05/98)
CERTI FI ED EMPLOYEE HI STORY CARDS (Item 14-3)

These cards provide an enploynent history summary of certified

di strict enployees. They are used exclusively for easy reference,
and are part of the enployee's personnel file. They contain the
basi ¢ enpl oynent history, past and current of all district
certified enpl oyees. The card includes nane, hone address and

t el ephone nunber, social security nunber, date hired, work and
salary history (year, school, assignnent, step and | ane, salary),
educati on (dates, degrees, mgjor, mnor, college/university), and
certification (date, title of certification, and date of
expiration). This information has been conputerized in many
districts.

RETENTI ON
Retain for 5 years after separation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2- 301( 1) (b)

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

CERTI FI ED PERSONNEL FI LES (ltem 14-1)

These are the personnel files for all certified district

enpl oyees. They are used to docunent enploynent. The files

i ncl ude the enpl oynent applications, authorizations for hire
fornms, placenent records, enployee history card, copies of school
transcripts, pay and | eave history, work performance, in-service
training conpletion certificates and credits, evaluation records,
teaching certificates, previous teaching experience, contracts,

| ane change requests, and rel ated correspondence. My al so

i nclude fingerprints and verification of the crimnal background
check.

RETENTI ON
Record copy: Retain for 65 years or 3 years after
retirement or death, whichever is
shorter, and then destroy.
Duplicate copies: Retain for 1 year after term nation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 03/03)
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SCHEDULE 14
PERSONNEL RECORDS

CLASSI FI ED PERSONNEL FI LES (Item 14-2)
These are the personnel files for all classified district
enpl oyees. They are used to docunent enploynent. The files
usual ly contain the enploynent applications, authorization for
hire fornms, enployee history card, pay and |l eave history, work
performance and eval uation records, reassignnment of personnel
forms, termnation forns and rel ated correspondence. May al so
i nclude fingerprint records and verification of a crimnal
background check.

RETENTI ON
Record copy: Retain for 65 years or 3 years after
retirement or death, whichever is
shorter, and then destroy.
Duplicate copies: Retain for 1 year after term nation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2- 201( 1) (b)

(Approved 03/03)
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SCHEDULE 14
PERSONNEL RECORDS

CLASSI FI ED EMPLOYEE HI STORY CARD (ltem 14-4)

These cards provide an enploynment history sumary of classified
di strict enployees. They are used exclusively for easy reference,
and are part of the enployee's personnel file. They include

enpl oyee nanme, honme address and tel ephone nunber, social security
nunber, birth date, date hired, work and salary history (date,
name of school or departnent assigned, position, step, |ane,
nunber of days worked, nunber of hours per day worked, hourly
rate, and annual salary), and if applicable, date term nated.
This informati on has been conputerized in many districts.

RETENTI ON
Retain for 5 years after separation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 05/98)

CONTRACT NEGOTI ATI ON RECORDS (ltem 14-10)

These files docunment wage and benefit negotiations between the
district and |l ocal |abor representatives for both certified and
classified enpl oyees. They include each proposal and
counter-proposal, requests and response, final charge, negotiated
agreenent and sal ary and benefit package.

RETENTI ON

Retain for 6 years after expiration of contracts and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

COURSE ANNOUNCEMENT FI LES (Item 14-19)
These are informational files on training opportunities. They are
used for reference purposes. They include panphlets, notices,
catal ogs, and other records that provide information on courses
or prograns offered to district enployees by governnent agencies
and non-governmental agenci es.

RETENTI ON
Retain until end of school year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

COURT ORDERED COVMUNI TY SERVI CE FI LES (Item 14-21)
These files docunment participation in court ordered conmunity
service projects. A district or juvenile court may order the
conpl etion of a specific nunber of hours of community service in
lieu of a jail termor payment of a fine. The files include an
i ntroduction formfromthe court which contains nanme, nunber of
hours of community service ordered to perform by which date, and
any expectations; a copy of the court order; and the tinme sheet
showi ng how many hours are conpl eted. The court having
jurisdiction of the case retains the record copy of these
records.

RETENTI ON
Retain for 1 year after conpletion of community service and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Exenpt : Rul e 4-2-2.03 (10) (1996), CJA

(Approved 05/98)
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PERSONNEL RECORDS

ELI A BILITY REG STER (Item 14-22)
This is a register of persons identified as qualified (eligible)
to fill specific school district positions. The school district

hires fromthis register.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)

EMPLOYEE TRAI NI NG FI LES (Item 14-14)
These files docunment course availability and school district
personnel participation in training prograns sponsored by the
district, other government agencies, and non-governnent al
agenci es. They include correspondence, reports, participant lists
and other itens. The actual training certificates and transcripts
are filed in individual personnel files.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)

EMPLOYMENT APPLI CATI ONS ( NOT HI RED) (Item 14-23)
These are application forns conpl eted by persons seeking school
district enploynment who were not hired. An applicant nay update
t he application and request it be retained |onger. They include
t he nane, address, and phone nunber of the applicant, enploynent
hi story, education, and a list of references.

RETENTI ON
Retain for 2 years or 1 year after being updated.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

EMPLOYMENT ELI G BI LI TY RECORDS (I-9) (ltem 14-7)
This formis required by the U S. Immgration and Naturalizaton
Service to be conpleted by all enployers when hiring, or when
recruiting for a fee or when continuing to enploy individuals in
accordance with 8 CFR 274a.2 (1993). It is used to verify that
the prospective enployee, if a U S. citizen, resident alien, or
legal immgrant is eligible to be hired in the United States.

RETENTI ON
Retain for 3 years after date of hire or one year after
term nation date, whichever is longer (8 CFR 274a.2) and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) STATI STICS FI LES (I'tem 14-26)

These files contain enploynent statistics and statistical reports
related to race and gender.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO DI SCRI M NATI ON COVPLAI NTS (Item 14-24)
These files docunment official discrimnation conplaints received
and resol ved by the school district. The files contain
conplaints, related correspondence, reports, exhibits, wthdrawal
noti ces, copies of decisions, records of hearings and neetings,
and other records as described in 29 CFR 1613. 222 (1992).

RETENTI ON

Retain for 4 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1996)

(Approved 05/98)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) PROGRAM FI LES (I'tem 14-25)
These files docunent the adoption and adm nistration of school
district affirmative action prograns under the Cvil Ri ghts Act
of 1964 and the Equal Enploynment Act of 1972. The files include
program correspondence, program plans, reports and may incl ude
antidiscrimnation comrittee neeting records and reports.

RETENTI ON
Retain for 1 year or until audited and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) REPORTS (1tem 14-32)
These reports are required to be filed with the Equal Enpl oynent
Qpportunity Conmi ssion (EECC) in accordance with the provisions
of Title VII and Anericans with Disabilities Act (ADA) (29 CFR
1602 (1992)). They include statistical information on enpl oyees
hired, rehired, and term nated.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

FAM LY MEDI CAL LEAVE APPLI CATI ONS (Item 14-16)
These applications docunent enpl oyee requests to take |eave in
accordance with the Famly and Medical Leave Act of 1993. They
i ncl ude enpl oyee nane, address, occupation, rate or basis for pay
in ternms of conpensation, daily and weekly hours worked per pay
period, additions to or deductions fromwages, dates (or hours)
| eave taken by enpl oyee, information regardi ng enpl oyee benefits,
and data regardi ng any di spute between the enployer, and enpl oyee
over the | eave designation as Fam |y and Medical Leave Act |eave.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 29 CFR 825.500(g) (1995).

(Approved 05/98)
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PERSONNEL RECORDS

GRI EVANCE AND DI SCI PLI NARY FI LES (Item 14-27)
These files docunment the review of grievances and appeal s rai sed
by school district enployees, except EEO conplaints. These case
files include witnesses' statenents, reports of interviews, and
heari ngs; exam ner's findings, recommendations and exhibits, and
records relating to a reconsi deration request.

RETENTI ON
Retain for 3 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: unsubst anti at ed.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: substantiated (UCA 63-2-301(2) (1996)

(Approved 05/98)

| NTERVI EW RECORDS (Item 14-28)
These are records relating to interviews with prospective
enpl oyees and described in 29 CFR 1602.14 (1992). They i ncl ude

correspondence, reports, lists of questions, notes, and test
scor es.
RETENTI ON
Retain for 6 nonths after hiring decision is nade and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 05/98)
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PERSONNEL RECORDS

JOB DESCRI PTI ONS (ltem 14-17)
These are job descriptions for classified and certified positions
wi thin the school district. They may include job title, job site,
duties, educational requirenents, step and sal ary ranges.

RETENTI ON
Retain for 1 year after superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

JOB OPENI NG FI LES (I'tem 14-29)
These files contain a listing of all current job openings with
j ob descri ptions.

RETENTI ON
Retain for 3 years or until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

LANE CHANGE RECORDS (ltem 14-12)
These records docunent requests for | ane changes for additional
training received. Cuidelines have been established providing
specific criteria for course acceptance. Prior approval is
required for unauthorized classes or sem nars. The requests are
reviewed by a district comnmttee and are either approved, denied
or request additional information. The records include the
request, the commttee review and decision, and if approved date
training conpleted. These records may be filed in the personnel
file.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)
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PERSONNEL RECORDS

MEDI CAL FI LES (ltem 14-5)
These files docunment the medical conditions of both certified and
classified enpl oyees. They include Fam |y and Medi cal Leave Act
(FMLA) request forns, vaccination forms, critical famly illness
fornms, tuberculosis test results, sick bank requests, requests
forsick | eave, physician's notes for enployee absences, and
rel ated correspondence.

RETENTI ON
Retain for 1 year after term nation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 05/98)

NEW H RE REGQ STRY REPORT (Item 14-37)
This report is required to be submtted to the Utah State
Department of Workforce Services on all district new hires in
accordance with the Personal Responsibility and Wrk Qpportunity
Act (UCA 35a-11-101 (1996)). This infornmation is used to create a
State New Hire Registry to match agai nst existing child support
records to |locate parents, establish an order or enforce an
exi sting order. Once these natches are made, the State w ||
transmt the New Hire reports to the National Directory of New
H res (NDDH) which allows the Ofice of Child Support Enforcenent
to be able to assist States in |locating parents on a national
| evel. The reports include enployee nane, social security nunber,
mai | i ng address; enployer nane, federal enployer identification
nunber, mailing nunber; enployee date of hire or rehire; enployee
occupational title; and full-tinme or part-tinme enpl oynent status.
The report is submtted with the enpl oyee's W4 formw thin
twenty days of new enploynment. The report may be subm tted by
paper or el ectronic nmedi um

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

PERFORMANCE RELATED RECORDS (I'tem 14-30)

These records docunent the eval uation of enpl oyee perfornance.
They i ncl ude appraisals and job standards upon which they are
based, and any supporting docunentation. These records are
normal |y part of the personnel file.

RETENTI ON
Retain for 3 years after date of appraisal and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 05/98)
PERSONNEL REPORT (Item 14-15)

This is a weekly or biweekly report submtted by the Personnel
Departnent to the School Board. It is used to update and i nform
t he board nenbers on the status of enploynent within the schoo
district. It includes the nanes of individuals being hired, as
well as their position and |location of work. The report al so

gi ves the names of people who have left the district as well as
their position, school, and reason for | eaving.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

RECRUI TMENT FI LES (1tem 14- 36)
These files docunment the recruitnent of applicants for vacant
district positions. They include the job announcenent,
eligibility lists, copies of recruitnent request, possible
i ntervi ew questions, and notes.

RETENTI ON
Retain for 2 years after position filled and resol ution of
any related litigation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

SALARY SCHEDULES (I'tem 14-20)
These are the official salary records. They are used to docunent
each individual salary scale and to determ ne salaries for
specific categories of enployee. Each schedul e includes a printed
schedul e divided into steps, |anes, and categories indicating
speci fic assigned sal aries. Footnotes nay expl ain increases or
cal cul ation fornmul as.

RETENTI ON
Retain for 5 years after being superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)
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PERSONNEL RECORDS

STUDENT EMPLOYEE FI LES (Item 14-9)
These files docunment students tenporarily hired by the school
district for groundskeeping, building nmaintenance, answering
t el ephones, and office assistance. They include application,
eval uati on, work schedul e, and rel ated correspondence.

RETENTI ON

Retain for 1 year after student graduates or |eaves school
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63- 2- 301( 1) (b)

(Approved 05/98)

SUBSTI TUTE TEACHER FI LES (Item 14-8)
These files docunment persons eligible to be hired as substitute
teachers. They include an application form fingerprints and
crimnal history check, sonme transcripts (or other verification
of credit hours), and a record of previous substitute teaching.

RETENTI ON

Retain for 3 years after termnation as a substitute
teacher and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 05/98)
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PERSONNEL RECORDS

SUMVER YOUTH PROGRAM FI LES (I'tem 14-31)

These files docunment participation in the sumer youth program
The summer youth program provi des enpl oynment with gover nnent
agencies for youth between the ages of fourteen and ei ghteen. The
files include time cards, copies of office or |abor

training/ nodification form enploynent applications, and rel ated
correspondence.

RETENTI ON
Retain for 3 years after term nation of enploynent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63- 2- 301( 1) (b)

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

TEACHER CERTI FI CATI ON SYSTEM (I'tem 14-13)

Thi s conmput er system docunents all teachers certified to teach in
the State of Utah. The Uah State O fice of Education (USCE) adds
basic information on certified teachers including degrees, state
in-service training, certificates, and endorsenents while the
district is responsible for keeping enploynment information
current. The district adds current assignnents including an
accurate specific percentage breakdown (e.g., 50 percent physical
education, 25 percent teaching history, 25 percent teaching
English), salary, |ane and step, nunber of days working, and
credit summary. The information is updated nonthly and is audited
by the USOE. Wen the teacher noves fromone district to another,
t he enpl oyee nmust be term nated before the new district can add
current information. The systemincl udes denographic data (i.e.,
name, social security nunmber, date of birth, hone address),
certificates and endorsenents, crimnal history (if any),
inservice training received, and a listing of professional

t eachi ng experi ence.

RETENTI ON
Retain until updated or teacher |eaves district and then
del et e obsol et e dat a.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 05/98)
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SCHEDULE 14
PERSONNEL RECORDS

TEACHI NG Al DS TRAI NI NG RECORDS (1tem 14-33)
These are records of teaching aids used for personnel instruction
whi ch include manual s, syllabi, textbooks, and other training
ai ds devel oped by the agency.

RETENTI ON

Record copy: Permanent. Retain teaching aids created
by agency; retain teaching aids from
ot her agencies or private institutions
until obsol ete or superseded and then
destroy.

Duplicate copies: Retain until obsolete or superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/98)

TEMPORARY EMPLOYEES PERSONNEL FI LES (I'tem 14-34)
These are files maintained on tenporary enpl oyees which were
provi ded no benefits by the school district. They include copies
of correspondence and enpl oynent forms. They do not i ncl ude
personnel records created for specific federal prograns.

RETENTI ON
Retain for 1 year after separation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b) (1996)

(Approved 05/98)
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PERSONNEL RECORDS

UNI VERSI TY RECOMVENDATI ON TEACHER PACKETS (I'tem 14-18)

These are informational packets sent by university and coll ege

pl acenent centers on potential enployees that have nade
application to teach in a school district. They are used in the
hiring process. They include recommendati ons on teaching
abilities, letters of recommendation, evaluations of student
teachi ng, and statenents from cooperating university supervisors.

RETENTI ON
Retain until candidate is hired or until application is no
| onger active and then destroy provided files are retained
for no longer than 3 years.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 05/98)
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SCHEDULE 15
SCHOOL BOARD RECORDS

BOARD AGENDA (Item 15-1)
These are copies of notices of regular and special school board
nmeetings. They usually include date, tine, |ocation of neeting,
list of itens to be discussed by commttee nenbers at regul ar,
speci al, and energency public neetings.

RETENTI ON
Retain for 2 years or until admnistrative need ends, if
not part of the official mnutes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

BOARD EXHI BI T FI LES (Item 15-5)
These files docunent materials submtted to school board nenbers
before and during special and regular neetings. They serve as
itens of discussions during the neetings. They generally include
copi es of agenda, special reports, budget proposals, policy
procedures, and rel ated correspondence, but may include original
docunents.

RETENTI ON
Record copy: Permanent. May be transferred to the
State Archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHOOL BOARD RECORDS

BOARD MEETI NG TAPE RECORDI NGS (ltem 15-7)
These are the actual tape recordings of regular and speci al
school board neetings. They are used to create the official
m nutes. UCA 52-4-7 requires that "witten mnutes shall be kept
of all open neetings" and that they "shall be available within a
reasonable time after the neeting." UCA 52-4-7.5 requires that
"if a public body closes a neeting . . . for any other purpose
than to discuss the depl oynent of security personnel, devices, or
systens, the public body shall either tape record the closed
portion of the neeting or keep detailed witten m nutes that
di scl ose the content of the closed portions of the neeting."

RETENTI ON
Retain for 1 year after approval of official mnutes and
t hen destroy; provided resolution of any rel ated

litigation.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(e) (1997).
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(32) (1997); UCA 52-4-7.5 (2)
(1997)
(Approved 03/98)
BOARD M NUTES (Item 15-2)

These are m nutes of regular and special neetings of the Board of
Education. They are used to docunent the actions and deci si ons of
t he Board. School board m nutes record the adoption of annual
budgets; the approval of expenditures; discussions of district
policies. These m nute books include the time and place of

nmeeti ng, board menbers absent and present, summary of proceedi ngs
and deci si ons nmade by the board.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 15
SCHOOL BOARD RECORDS

ELECTI ON BALLOTS (I'tem 15-6)
These are the official ballots cast by voters in school district
bond el ections. They shall be preserved "for at |east 22 nonths
after an election . . . destroy them w thout opening or exam ning
t hent (UCA 20A-4-202(2)(a) (1995).

RETENTI ON
Retain for 22 nmonths after the election or until tine has
expired during which ballots could be contested (UCA
20A-4-202(2) (1995) and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 20A-4-106(1996); and 20A-4-401.

(Approved 12/97)

OATHS OF OFFI CE (Item 15-3)
These records are the official oaths of the school board nenbers,
superintendents, business officials, and nmenbers appointed to
advi sory boards. They are used to verify that oaths were
adm nistered in accordance with the Uah State Constitution (Art.
IV, Sec. 10). Before entering into the duties of all elected and
appoi nted officials "shall take and subscribe to a specified oath
or affirmation.”

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 15
SCHOOL BOARD RECORDS

PETI TI ONS (1tem 15- 4)
These files contain the formal witten petitions from school
district residents submtted to the school board proposing
action. Each petition contains a statenent of purpose on proposed
action and signatures and addresses of petitioners.

RETENTI ON

Retain for 5 years after issue resolved or final decision
made and then transfer to the State Archives with authority
to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 16
SPECI AL EDUCATI ON RECORDS
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SCHEDULE 16
SPECI AL EDUCATI ON RECORDS

VEDI CAI D BI LLI NGS (I'tem 16-3)

RETENTI ON

Retain for 5 years after issue resolved or final decision

made and then transfer to the State Archives with authority
to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SCRAM REPORT (Item 16-4)

This is a two-part reporting formused to collect data on speci al
education students for entering informati on on the SCRAM Conput er
system This formis used by individual teachers to enter in the
i nformati on system annually by COctober 1 and Decenber 1.

RETENTI ON

Retain for 5 years after issue resolved or final decision

made and then transfer to the State Archives with authority
to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt .
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SCHEDULE 16
SPECI AL EDUCATI ON RECORDS

SPECI AL EDUCATI ON RECORDS (ltem 16-1)

These files docunment students enrolled in the district's speci al
education prograns in accordance with the provisions of 34 CFR
300(2003). They are required to receive federal and state speci al
education funding. Services can be discontinued when student is
recl assified as no | onger needi ng special education services, the
student noves, or refuses the services. These student fol ders
contain various reports and conpleted forms including

i ndi vi dual i zed education programrecords (IEPs), inspection |ogs,
eval uation and re-evaluation forns, parental approval forns, test
protocols, parent surveys, parent information, third party

i nformation, placenent docunents, refusal of services forns, and
ot her legal docunents required by federal regulations and state
rules to verify a student's disability and need for special
education services. These records are commonly called "Bl ue

Fol ders. ™

RETENTI ON
Retain for 5 years after issue resolved or final decision
made and then transfer to the State Archives with authority
to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt .

STUDENT COWVPLI ANCE REPORT (ltem 16-2)

Ut ah School

This nmonthly report tracts the nunber of days students enrolled
in special education. It maintained by the individual teacher. A
copy is kept by the district and is used for creating other
reports. Information includes date, nane of school, student nane,
state nunber, handicap classification code, entry date, exit date
for special education, birth date, referral date, date
classified, and individualized education program (| EP) date.

RETENTI ON
Retain for 1 year or until other reports conpiled and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt .
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SCHEDULE 17
STUDENT RECORDS
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SCHEDULE 17
STUDENT RECORDS

APPLI ED TECHNOLOGY ROLLBOOKS (Item 17-16)
These are roll books for students enrolled in vocational training.
They are used to record student attendance. The rolls include the
teacher's nane, student's nanes, school and class, entry date,
exit date, and days absent.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/98)

COVPLI ANCE CERTI FI CATI ON FORMS (ltem 17-14)
These records are submtted to the State O fice of Education
(USCE) i n accordance with UCA 53A-3-403(4) (1997). Individual
school principals submt information to the District which is
then conpiled and submitted to the USCE on school fee waivers.
The forms include names of superintendent and school board
president, district's fee schedule, fee policy, fee waiver
policy, and comrunity service policy.

RETENTI ON
Retain for 5 years or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 98)
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SCHEDULE 17
STUDENT RECORDS

EARLY GRADUATI ON CERTI FI CATES (ltem 17-15)

These records docunment the issuance of certificates to students
graduating early from high school in accordance w th UCA
53A-15-102 (1997). This programallows flexibility in high school
graduation to appropriately nmeet individual student's needs. If a
student graduates any tinme followi ng the el eventh grade year and
enters a Utah post-secondary institution, the district shal
receive a reinbursenent designated for the public high schoo
fromwhi ch the student graduated early. The post-secondary
institution receives an Early G aduati on Centennial Schol arship
Certificate signed by the high school principal entitling the
early graduate to a partial tuition scholarship follow ng the
date of graduation according to the schedul e established by, Utah
Adm ni strative Code, Rule 277-703-2 (1997). These records include
school district; high school name; tel ephone nunber; student's
name, social security nunber, address, and tel ephone nunber.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/98)

Ut ah School
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SCHEDULE 17
STUDENT RECORDS

HOVELESS STUDENT REPCRT (ltem 17-19)
This report docunments honel ess students attending schools within
the district. UCA 53A-11-101 (1997) requires mnors between the
ages of six and eighteen to attend school during the school year
whi l e UCA 53A-2-201(3) (1997) nakes each school district
responsi bl e for providing education services for all school age
children within the district. The State O fice of Education
di stributes nonies fromthe federal Honeless Children and Youth
program (34 CFR 74) to ensure that a child's education is not
needl essly di srupted because of honel essness. The report i ncludes
Student's name, reasons for honel essness, date, nonth, and
student's address.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)

HOVESCHOOL APPLI CATI ONS (ltem 17-8)
These are applications fromparents requesting to teach their
children at hone. These applications include student's nane,
grade, certificate of conpul sory attendance, and date approved.

RETENTI ON

Retain until application superseded or famly noves from
district and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 10/ 98)
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SCHEDULE 17
STUDENT RECORDS

| NDEPENDENT H GH SCHOOLS APPLI CATI ONS (ltem 17-9)

These applications docunent parents requesting choice to attend
out of district high schools. They include nane, address,

t el ephone nunber, birthdate, a letter from parents expl ai ni ng why
it is best for student to attend this out of district high
school, a two year police check, and district's deci sion.
Approved applications are placed in the student's file.

RETENTI ON
Retain until graduation from high school and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 10/98)

MONTHLY HOMELESS CHI LDREN AND YOUTH STATI STI CAL REPORT (I'tem 17-20)

This nonthly report is submtted to the State O fice of Education
(USCE) on honel ess children and youth served by the district. It
is used to docunent the utilization of federal Education for

Honel ess Children and Youth Grants distributed by USCE. The
report includes nunber of honel ess children and youth served and
how honel ess funds were bei ng used.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 98)

Ut ah School
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SCHEDULE 17
STUDENT RECORDS

NON- RESI DENT STUDENT REPORT (Item 17-18)
This report docunments non-resident students attendi ng school s
within the district and is submitted to the State Ofice of
Education. "Resident districts pay nonresident district one-half
t he amobunt by which the resident district's per student
expendi ture exceeds the value of the state's contribution” to
district in accordance with UCA 53A-2-210(2) (1997). The report
is separated by school and includes district, nunber of days
nonr esi dent students enrolled, and grade |evel of nonresident
st udent s.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/98)

NON- UTAH RESI DENT STUDENT FI LES (ltem 17-7)
These applications docunent requests for out-of-state and
out-of -country students to attend schools within the district in
accordance with UCA 53A-2-205 (1997). These records include the
application forms, resident alien card, copies of social security
cards, and a police background check. They may al so include
consent guardianship forns filed by the court, guardi anship
papers, and court appoi nted guardi anship records.

RETENTI ON

Retain until graduation or 1 year after student | eaves
district and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)
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SCHEDULE 17
STUDENT RECORDS

OFFI Cl AL TRANSCRI PTS (Item 17-3)
This card is the official record of school attendance and high
school graduation. It is used to docunent graduation from high
school and to verify classes attended and credits earned. It is
used for college adm ssion and enpl oynment. The card includes the
transcripts for students who did not graduate, but attended high
school classes in the district (ninth to twelfth grades). It
contains the following information: student's nane, address,
birthdate, parents' nanes, lists of high school classes and
grades, date of graduation, and in nost cases, test scores, class
ranki ng, grade point average, and social security nunber. C ass
rolls may take the place of missing official transcripts.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/98)

PRESCRI BED MEDI CATI ON RECCRD (ltem 17-5)
This | og docunents the di spensing of approved nedication to
students during school hours in accordance with UCA
53A-11-601(1)(a)(iv) (1991). It includes child s nane, date, and
initials of school personnel adm nistering nedication.

RETENTI ON

Retain for 7 years after student |eaves el enentary schoo
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)
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SCHEDULE 17
STUDENT RECORDS

SCHOOL CHOI CE APPLI CATI ONS (Item 17-11)

These are applications from parents requesting school choice to
attend schools inside the district but outside the regul ar
school s (UCA 63A-2-213 (1997)). They include parent(s) name(s),
nanme of school presently attending, nane of school requesting to
attend, reasons for requesting change, indication whether student
is a disciplinary problemor receiving special education services
and deci si on.

RETENTI ON

Retain until student graduates, or noves fromdistrict and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)

STUDENT ATTENDANCE CLASS ROLLS (ltem 17-1)

These are the class rolls maintained by each teacher. They are
used to record student attendance. Attendance has been
conputerized in all Uah school districts and the use of class
rolls has been discontinued. These rolls contained teacher's
name, students' nanes, school and class, entry date, exit date,
days of absence, and sonetines grades. Sone class rolls may be
the only surviving record of student attendance and grades and

woul d require pernmanent retention (See Oficial transcripts, item
17-3).

RETENTI ON

Retain for 4 years if information has been transferred to
curmul ative card, and destroy; provided individual student
record exists.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/98)

Ut ah School
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SCHEDULE 17
STUDENT RECORDS

STUDENT CUMULATI VE FI LES (Item 17-2)
These student files contain information on students attending
school in the district. They are used to docunent student's
attendance. They contain the copies of achievenent test scores,
the official transcript, copies of report cards, health records,
and i nmuni zati on cards. They are also called Student cumul ative
cards.

RETENTI ON
Retain for 1 year after graduation and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/98)

STUDENT DEAD FI LES (ltem 17-17)
These are student cunulative files for students where records
were neither transferred nor the student graduated. They were
used to docunent the student's attendence. They contain the
copi es of achi evenent test scores, the official transcript,
copies of report cards, health records, and inmmunization cards.
The student may have dropped out of school and will later return.

RETENTI ON
Retain for 4 years or until student graduates and then
destroy, provided transcript has been pulled and retained
per manent|y.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/98)
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SCHEDULE 17
STUDENT RECORDS

STUDENT EXCHANGE RECORDS (ltem 17-13)
This State Ofice of Education formis used to docunment students
within the district participating in student exchange prograns in
accordance wth UCA 53A-2-206 (1997) and the Utah Adm nistrative
Code, R277-615-4 (1997). Each state has an authorized exchange
student quota and each student is authorized by the State to
participate in the program The application includes exchange
student's nane, |ocal address, host fam |y information, high
school , school year, and entry and exit dates.

RETENTI ON
Retain for 4 years after student |eaves and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)

STUDENT VI SA CASE FI LES (ltem 17-12)
These files docunment foreign students attending district schools.
St udents nust be certified eligible to attend an aut hori zed
school in the United States and have a valid student visa. A
fees nmust be paid before adm ssion. These files include student's
name, |ocal address, Form1-20 (school copy), home country,
adm ssi on nunber, Inmmgration and Naturalization (INS) nunber,
district information, school attendance, type of study, cost to
the United States, paynment schedule, visa information,

i mmuni zation information, paynent agreenent, student form school
transcripts, affidavit of financial support fromfamly,
application for adm ssion, and host fam |y agreenent.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)
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SCHEDULE 17
STUDENT RECORDS

TI TLE | RECORDS (Item 17-4)

These files docunment participation in the federally funded Title
| programin accordance with 34 CFR 200 (1997). Title I is
designed to be a suppl enental funding source which provides

addi tional, or supplenental educational opportunities to students
from"lowincome or economcally disadvantaged famlies." These
funds cannot be substituted for, or used in place of, other
nmoni es such as state and local funds to pay for student's basic
education. Title | funds go to a district's poorest schools but
excess funds nmay be used to help any | ow achi eving student, not
just those from econom cally disadvantaged famlies. Title |
funds are designed to assist with school reformand to inprove
the quality of student educational opportunities.

RETENTI ON
Retain for 5 years after final expenditure filed (34 CFR
80.42(c)(1) (1997) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)

YOUNG MOTHERS APPLI CATI ONS (Item 17-10)

These applications docunent young nothers requesting to attend
alternative prograns rather than regular classes. They incl ude
student's nane, address, tel ephone nunber, age, grade, and
reasons for wanting to attend alternative program and approval
i nformation.

RETENTI ON
Retain until graduation from high school or unti
super seded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/98)

Ut ah School
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SCHEDULE 18
SUPERI NTENDENT' S RECORDS
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SCHEDULE 18
SUPERI NTENDENT" S RECORDS

ADM NI STRATI VE CORRESPONDENCE (ltem 18-1)

LEGAL FI LES

This is the official superintendent's correspondence. It
docunent s deci si on-maki ng and how the office is organi zed and
functions. It includes incom ng and out goi ng correspondence.

RETENTI ON
Per manent. and then destroy. May be transferred to the
State Archives and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(lItem 18-2)
These files docunment official |egal opinions given to the
district. They are used to create policies and to nmake deci si ons.
They include research perforned by |egal counsel on specific
i ssues requsted by the school board and/or superintendent; policy
statenents; and | egal opinions.

RETENTI ON
Per manent. and then destroy. May be transferred to the
State Archives. and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

NEWSPAPER CLI PPI NG FI LES (I'tem 18-3)

Ut ah School

These newspaper clippings docunent coverage of district
activities and general educational issues. They are distributed
to school and district admnistrators to notify them of current
events and devel opnents. They include newspaper articl es.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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SCHEDULE 18
SUPERI NTENDENT" S RECORDS

PETI TI ON FI LES (I'tem 18-4)

These files docunment petitions subnitted by parents, teachers,
students, or other residents to the School Board and/or
superintendent requesting a specific action be taken. Each
petition contains a statenent of purpose on proposed action and
signatures and address (or school) of petitioners. The files may
al so include rel ated correspondence and/ or a summary of actions
t aken.

RETENTI ON

Retain for 5 years after issue resolved or final decision
made and then transfer to the State Archives with authority
to weed and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SPECI AL REPORTS (Item 18-5)

Ut ah School

These are special reports requested by the school board to be
undertaken in response to specific issues of concern. The include

a statenent explaining purpose of report, report findings, and
concl usi ons.

RETENTI ON

Per manent. and then destroy. May be transferred to the
State Archives. and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

ABSENTEE TALLY (I'tem 20-1)

This tally is conpleted daily by the teacher to report absent
students. The information may be used to confirm absences. This
formincludes the student's nane, teacher's nanme, and date.

RETENTI ON

Retain for 1 year or until verified and audited and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

ADM NI STRATI VE SUBJECT FI LES (Item 20-2)
These are subject files maintained for reference purposes. They
contain a variety of types of information including general
correspondence, newspaper clippings, conpleted forms, flyers,

copies of instructions, reports, brochures, district menoranda,
and instructions.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

ANNUAL FI NANCI AL SUMVARY REPORT (I'tem 20-3)

This report is submtted annually to the district's business
adm nistrator and is used for auditing purposes. It includes the
begi nni ng cash bal ances in checking and savi ngs accounts as wel |l
as total annual revenues, expenditures, changes in investnents,
and the cash bal ance at the end of the fiscal year.

RETENTI ON
Record copy: Retain for 3 years.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

Ut ah School
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

ASBESTOS MANAGEMENT PLAN (Item 20-4)
Thi s managenment plan is required by 40 CFR 763.93 (1998) to be
devel oped for each school on or before Cctober 12, 1988. The pl an
is required to be devel oped by an accredited nmanagenent pl anner
and to include a list of the name and address of each school
building. Also to include if the school building does contain
damaged Asbestos Building Material (friable ACBM, nonfriable
ACBM friable and nonfriabl e suspected ACBM assuned to be
Asbestos Containing Material (ACM (40 CFR 763.93(e) (1998)) and
must contain "a true and correct statenent, signed by the
i ndi vi dual designated by the | ocal education agency" certifying
t hat | ocal agency responsibilities have been or will be nmet (40
CFR 763.93(h) (1998). A copy is submtted to the District
Mai nt enance Departnent and the duplicate is retained by the
school . Each | ocal educational agency "shall maintain and update
its managenent plan to keep it current with ongoi ng operations
and mai nt enance"” (40 CFR 763.93(d) (1998)). Every six nonths a
surveillance report is required to be prepared by each princi pal
(40 CFR 763.92(b)(2) (1998)). A copy of this report becones part
of the managenent plan (40 UCA 763.92(b)(2)(iii) (1998)). The
surveillance reports include district name, school nane,
bui | di ng, date, sanple nunber, percent, type, original condition,
change, recommendati on, and signature of person perform ng
surveil |l ance.

RETENTI ON
Retain until school is vacated or closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: 40 CFR 763.93(12)(g)(3) (1998).

(Approved 06/ 99)
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

ATTENDANCE ROLLS (1tem 20-5)
These are the attendance rolls maintained by each teacher within
the school. They are used to record student attendance and
grades. The rolls include school's nane, year and term teacher's
name, begi nning and endi ng cl ass dates, nanes and nunbers of al
students enrolled in class, sex, grade, entry code, exit code,
days present and absent, a term summary (nunber of days attending
cl asses, nunber of days absent, tines tardy), term grade,
citizenship grade, final grades, and final attendance record.

RETENTI ON
Retain for 3 years and destroy, if information has been
transferred to cunul ative card.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1998).

ATTENDANCE SUMVARY REPORT (1tem 20-6)
This is a conputer report on student attendance generated by the
school secretary fromdata entered throughout the trinmester. It
is used for reference purposes. The year end report lists
attendance by students for the school year. It includes date,
student nunber and nanme, sex, nunber of days absent, and nunber
of days present.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

BANK STATEMENTS (I'tem 20-7)

These are nonthly statenents show ng the anmount of noney
deposited or withdrawn to the school's bank account. They are
used for accounting purposes. They include date, bank nane,

deposits, withdrawals, and cash balances (with interest on daily
bank bal ances).

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

BUDGET EXPENDI TURE REPORT (1tem 20-8)

This report formis used by the schools to track expenditures and
for conparison with district reports. The district audits these
reports annually. They include budget nunber, budget all owance,
budget classification, date, requisition nunber, conpany and
itens, requisition anount, anount paid, and bal ance.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)

Ut ah School
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

BUS TRANSPORTATI ON REQUEST (1'tem 20-9)
This formis used to request buses for special activities and
school trips. The school retains a copy of the formand submts a
copy to the district's Transportation Departnent. These requests
are submtted prior to the activity (per district policy) for bus
scheduling and driver's assignnment. The formincludes date,
requesti ng school, destination, date needed, projected departure
and return times, nature of trip, and approval signatures.

RETENTI ON

Record copy: Retain for 2 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

BUS TRANSPORTATI ON RULES AND REGULATI ONS (I'tem 20-10)
These rul es and regul ati ons docunent parents' receipt and
approval of acceptabl e student behavior on school buses. They are
sent home at the begi nning of each school year to informparents
of the district policies. One copy is retained by the parents for
reference while a signed copy is returned to the school where it
is retained on file. They include the rules and regul ati ons,
parents' and students' signatures, and date.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

CANCELLED CHECKS (Item 20-11)
These are cancel |l ed checks returned fromthe bank indicating that
paynent was made to payee from accounts previously deposited with
t he bank.

RETENTI ON
Retain for 4 years and then destroy, for schools with total
expendi tures of |ess than $20,000; 7 years and destroy, for
school s with expenditures of nore than $20, 000.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

CAREER LADDER FI LES (I'tem 20-44)
These files docunment the career |adder process at the elenentary
school. They are used by the school principal to reviewthe
teachers' goals and acconplishnents and to evaluate their
teaching abilities. The school principal neets with each teacher
on a regular basis to discuss their career |adder and teaching
goals. These files include: the results of inventories taken on
prerequisite skills, goals for the teachers and the school
various test results (including the California Achievenent Test),
teaching and observation results. The district normally maintains
the official copies of all career |adder records.

RETENTI ON
Retain for 3 years or until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

DALY MEAL PAYMENT REPORT (I'tem 20-12)

This conmputer report docunents the daily collection of paynents
for neal service. This report records deposits nmade to the |unch
and breakfast funds. It includes the student's nane,
identification nunber, amount received, account bal ance, and
total student sal es.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

DAI LY SCHOOL FOOD SERVI CE REPORT (I'tem 20-13)
This daily conputer report records individual participation in
the school's neals program The information is retained on-1line
for one nonth and then a summary report is printed. The nonthly
report contains a summary of all neals served daily during the

nmonth and is broken down by adult neals, students paid, and
reduced and free neals.

RETENTI ON

Retain until beginning of next school year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

FI XED ASSET REPORTS (I'tem 20-14)
This conmputer report is sent by the district's business
adm nistrator to all schools annually. It is used to determ ne
the status of all fixed assets in the school. Schools review the
listing and make any necessary additions and corrections and
return the report to the district. A corrected report is then
sent to all schools. The report includes school nane and | ocation
code, room date, page nunber, asset nunber, classification
nunber, quantity, manufacturer's description, acquisition date,
nodel nunber, serial nunber, and cost.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)

FOOD PAYABLE VOUCHER (1tem 20-15)
This voucher is conpiled fromall m |k, produce, bakery, and
ot her m scel |l aneous food bills and is submtted at the end of the
month to the district office. It is used to reconcile invoices
wi th various conpany statenents and to nake paynents.

RETENTI ON

Record copy: Retain by district for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

FOOD PRODUCTI ON RECORD SHEET (I'tem 20-16)

This sheet is prepared daily by the school food service for al
neal s served. It is used to plan nmeals and to detern ne nenu
itens needed for neal preparation. The sheet contains the nenu
itenms, portion sizes, neal conpliance, planned anount and act ual
amount of food used, vitami n and iron usage, nunber planned for
and nunber actually served, and tray count.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

FREE AND REDUCED MEALS APPLI CATI ONS (I'tem 20-17)

These application fornms are conpleted by famlies requesting free
or reduced price neals. They list all household nenbers, give a
br eakdown of nonthly household incone, and require the signature
and social security number of the adult househol d nenbers
applying. A section is conpleted by the school/district, which
identifies the approved neal type (free/reduced) and is signed
and dated by the approving official.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

A FTED AND TALENTED STUDENT TESTS (I'tem 20-47)
These tests are given to elenentary students. They are used to
determ ne student eligibility and placenent into elenentary
school gifted and tal ented progranms. They include test score
summary sheet, answer sheet (matrix anal ogy), parent survey,

t eacher survey, and school ranking of students tested.

RETENTI ON
Retain until student noves to junior/mddle school;
provi ded summary sheet is placed in student cunulative file
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 99)

LUNCH ROOM SUMMARY OF MEALS SERVED REPORT (1'tem 20-18)
This monthly sheet records all neals served. It is used to create
quarterly and annual reports. It contains a breakdown of a la
carte itenms, mlk and neals served by category (free, reduced,
paid, adult). It is conputed on a daily basis and is sent to the
district office at the end of each nonth with a summari zed cover
sheet .

RETENTI ON

Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

LUNCH TALLY (1tem 20-19)
This formis conpleted each norning by the classroomteacher to
report the anticipated |unch count for the noon neal. It is used

for food preparation purposes and is submtted to the principal's
office. This formincludes the nunber of students and adults
pl anning to have lunch as well as the mlk count.

RETENTI ON
Retain until information is conpiled and then destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/ 99)
MAI NTENANCE WORK ORDER (1tem 20-20)

This formis used to request mai ntenance and repair of school

equi pnent or buildings. It is submtted to the M ntenance
Department. A copy may be retained by the school. It includes
wor k order nunber, date, school name, type of repair (building or
equi pnent), principal's/director's approval, account nunber,
repair problem brand/ make, serial nunber, special instruction, a
section designated for office use |isting approval or rejection,
whet her sent and date, quantity, part nunber and description,
cost, travel tinme and description, hours, total parts used, total
| abor, person conpleting, and date.

RETENTI ON

Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

VEDI CATI ON ADM NI STRATI ON AND DI SPENSI NG RECORDS (I'tem 20-21)

These records docunent the authorization of school personnel to
di spense and admi ni ster prescribed nedication during the school
day. "A public or private school . . . may provide for the

adm ni stration of medication to any student of the school”
subject to conditions specified in UCA 53A-11-601(1) (1998).

"Medi cations may only be adm nistered to a student if the
student's parent or |egal guardian has provided a current witten
and signed request that nedication be adm nistered during regul ar
school hours to the student; and student's physician, dentist,
nurse practitioner, or physician assistant has provided a signed
statenent describing the nethod, anount, and tine schedul e for
the adm nistration and a statenent”™ why it was necessary to
adm ni ster when "student is under control of school™

(UCA 53A-11-601(b) (1998)). These records include an

aut hori zation formand a dispensing | og. The authorization form

i ncl udes student's nane, address, telephone nunber, birthdate;
school ; district; parent's nane and busi ness tel ephone nunber;
signature of parent or |egal guardian; date; date formrevi ewed
and conpl eted by the school health nurse; physician's nane,
address, and tel ephone nunber; and nanme and type of nedication,
dosage/ anobunt to be given, frequency/tinmes to be adm ni stered,
and duration/length of tinme nedication is anticipated to be
needed. The log includes the child s name, school, parent,

t eacher, school year, nedication, date initiated dosage and tine
(wth any special instructions), and a daily record of dispensing
of the medication during the school year indicating the initials
of 1 ndividual giving nmedication.

RETENTI ON
Retain for 7 years after student |eaves elementary schoo
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 99)
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MONTHLY BUI LDI NG RENTAL AND SUPERVI SI ON REPORT (I'tem 20-22)
This nmonthly report is submtted to the district's business
adm nistrator on all school building rentals. It is used for
accounting purposes. It includes the school nane, nonth and year,
nanme of agency using facility, date used, facility used, total
hours used, fees collected, other nonies collected, name of
persons assigned by principal, total tinme spent by supervisor,
and principal's signature. A school property form conpl eted by
per sons/ or gani zati ons requesting use of school buildings may be
attached to the report. The formis used to obtain approval for
school rentals. If approval is granted the contract is signed
between the parties.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)

MONTHLY DEPARTMENT OF AGRI CULTURE FOOD USAGE SHEET (I'tem 20-23)
This nonthly sheet serves as an on-going inventory on the usage
of U S. Departnent of Agriculture (USDA) food. The sheet is
provided to the elenmentary school and |lists food totals. The
school maintains the inventory and submts it to the district
office at the end of each nonth listing all USDA food received,
amounts used, and inventories on hand. It is used to conpile
reports.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

MONTHLY FI NANCI AL REPORT (1'tem 20-30)

This nmonthly report is sent by each el enentary school secretary
to the district's business manager. It is used to review the
school's deposits and expenditures and consists of the nonthly
bank reconciliation form bank statenents, and copy of the

bal ance sheet.

RETENTI ON

Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

MONTHLY MEALS PAYMENT REPORT (I'tem 20-24)

This conputer report is submtted nonthly with bank deposit slips
to the district's business admnistrator. It reports nonies

coll ected for school neals served during the nonth and is used by
the district to reconcile bank deposits. It includes anounts

coll ected fromteachers and staff, students with reduced costs,
regul ar students, other adults, and daily and nonthly totals.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

MONTHLY MEALS SERVED REPORT (1tem 20-25)

This is a nonthly report of all neals served. Copies of the
report are submitted to the district's food service manager. The
reports include date, daily nunber of neals paid, nunber of
reduced neal s served, nunber of free neals served, total neals
served to children, nunber of neals served to adults, paid neals,
total neals, total enrollnment, nonthly totals, and total dollar
val ues.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

NON- TRANSFERRED STUDENT FI LES (I'tem 20-48)

These are student cunul ative files for students whose records
were not transferred but no longer attend this elenentary school .
They were used to docunment the student's attendance. They i ncl ude
test scores, immunization record, eye testing, and all pertinent
information on the student. These student files are comonly
known as "dead files."

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1998).

(Approved 10/99)
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PAYRCOLL REPORT (1'tem 20- 26)
These report fornms are conpleted and submitted to the district
payroll office on or before the fifth day of each nonth
aut hori zing paynents for services rendered. These records include
a variety of report forns including the payroll report form the
absence report, and the payroll voucher. The payroll report form
is a summary of the contracted professional and cl assified
personnel listing the days of absence, the reason for absence and
the nane of the substitute. The official copy is usually sent to
the district's payroll departnent while copies are retained by
t he school and the enpl oyee. The payroll vouchers are submtted
by enpl oyees for services rendered over and above their regul ar
contract. Payment for such services nmay include extended career
| adder days, substitute pay, instructional aides, specialists,
supervision of facilities, adult education classes taught, etc.

O her records included are career |adder payroll vouchers, W4
forms, and payroll data sheets for new enpl oyees.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 06/99)

PHOTOGRAPH ALBUMS (I'tem 20-27)
These are al buns contai ni ng phot ographs taken annually of the
school 's students, teachers, and school activities. They docunent
t he school's student body.

RETENTI ON
Retain until school's closure and then transfer to District
O fice and may be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)
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ELEMENTARY SCHOOL RECORDS

PRI NCI PAL' S PERSONNEL FI LES (1'tem 20-40)
These are records mai ntained by the school's principal on al
school enpl oyees. They are used for easy reference. The school
district office maintains the official personnel file on al
district enployees. These files include copies of the application
form performance eval uations, career |adder information, and
t eachi ng observation fornms. The official copies of all personnel
files are usually maintained by the district's personnel office.

RETENTI ON
Retain until teacher |eaves school and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63- 2- 301( 1) (b)

(Approved 06/99)

PUPI L TRANSPORTATI ON PERM SSI ON SLI P (I'tem 20-28)
This form docunents parent's or guardian's consent for his/her
student to ride a school bus during the school year to
participate in curricular or extracurricular school activities.
The formincludes student's nane, school's nanme, school year,
date, and parent's or guardi an's signature.

RETENTI ON
Retain for 1 year or until the resolution of any litigation
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

PURCHASE ORDERS AND REQUI SI TI ON RECORDS (I'tem 20-29)
These records docunent the purchase of equi prent and ot her
materials made by the school. They are used as a pl anni ng tool
and for verification purposes. These records contain a conputer
report, purchase orders and requisition forms. Information
i ncludes a description of the itembeing ordered as well as the
price and actual anpunt paid.

RETENTI ON

Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/ 99)
RECEI PT BOOKS (I'tem 20-31)
These are receipts issued for noney paid to the school. Includes

paynent date, departnent or fund to which noney bel ongs, receipt
nunber, and anmpount pai d.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)
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SAFETY SELF-1 NSPECTI ON REPORTS (I'tem 20-32)
These sel f-inspection survey reports are conpleted annually by
each school on forms provided by the State Division of Risk
Managenment. There are three separate required survey forns
i ncludi ng the general survey, cafeterial/kitchen survey, and
pl ayground survey. The purpose of this report is to identify
potential hazards wi thin school buildings and on school sites. If
t he school conpletes these reports, it may receive a 15 percent
di scount on its insurance premumafter a follow up survey has
been conducted. These safety inspections are submtted to the
District Ofice, accunul ated, and sent to the State Risk
Managenment for evaluation by April 1st. These survey forns
i nclude district name, date, school, name of person conpleting
survey, and responses to survey questions (yes, no, not
applicable). The State Division of R sk Managenent retains the
record copy for twelve years.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)

SCHOOL BULLETI NS (I'tem 20-45)
These are daily bulletins printed or e-nmailed by the principal's
office for the faculty and staff. They include announcenents and
other itens of interest to the school's enpl oyees.

RETENTI ON
Record copy: Retain for 1 year and then destroy.
Duplicate copies: Retain for 1 day or until read and then

destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)
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ELEMENTARY SCHOOL RECORDS

SCHOOL' S ACCOUNTS PAYABLE (I'tem 20- 33)

These records are used to pay school bills. They include copies
of checks, invoices, purchase orders, and receiving reports. My
al so include correspondence with vendors and conputer printouts.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: soci al security nunbers
(Approved 06/ 99)
SCRAPBOCKS (1tem 20- 46)

These scrapbooks docunent the activities of the school children.
They i ncl ude phot ographs, news clippings, programflyers,
letters, art work, announcenents for various activities and

events, party invitations, and various other assorted
menor abi | i a.

RETENTI ON

Retain until school closes and then transfer to District.
May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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ELEMENTARY SCHOOL RECORDS

SPECI AL EDUCATI ON STUDENT RECORDS (I'tem 20- 34)
These individual case files docunent students enrolled in the
district's special education prograns. They contain various
reports and conpleted forns including learning disability
assessment reports, approval for continued services, conpleted
tests and surveys, information on parents or guardians, approval
of placenent in the Special Education Program and a speci al
education card (34 CFR 300 (1998)).

RETENTI ON
Retain until student |eaves el enentary school and then
transfer conplete record to transferring school or mddle
school ; records of students no | onger receiving services
are sent to school district.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 300.562 (1998); 34 CFR 99 (1998).

(Approved 06/99)

STUDENT CUMULATI VE RECORDS (1tem 20- 35)
These are records nmaintained in the school's office on al
enrol l ed students. They are used to docunent student's school
participation. They include test scores, inmunization record,
attendance records, and all pertinent information on the student.

RETENTI ON
Retain until student |eaves school and then transfer to
m ddl e school/junior high or to transferred el enentary
school

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 06/ 99)
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SCHEDULE 20
ELEMENTARY SCHOOL RECORDS

STUDENT ENROLLMENT REG STRATI ON RECORDS (1'tem 20- 36)
These enrol Il nent forns are conpleted by the parents (or
guardi ans) of all enrolled students for reference use during the
school year. They include the date, pupil's nane, grade, social
security nunber, birthdate and place, sex, age, pupil's hone
address and tel ephone nunber; nother's and father's/|egal
guardi an's full nanmes, business, and hone tel ephone nunbers;
name, address, tel ephone nunber, and relationship of person
aut horized to pick up child in case of energency; nedica
i nformati on including physician's nane or nedical group and
t el ephone nunber; indication whether child is allergic to any
medi cati on and whether child is currently taking any nedication;
school |ast attended (nanme, address, and tel ephone nunber); and
parent's or guardian's signature. The enrollnment formmy al so
i ncl ude | anguage spoken at hone, nanmes and birthdates of
si blings, kindergarten preference (norning or afternoon), whether
birth certificate was verified, and teacher's signature.

RETENTI ON
Retain for 2 nonths after being superseded or unti
resolution of all litigation or conflicts and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/99)

Ut ah School Districts CGeneral Retention Schedul e 164



SCHEDULE 20
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STUDENT | NJURY REPORT (I'tem 20-37)

This report is conpleted by school personnel imrediately after a
severe student injury and a copy is then submtted to the State
Child Injury Prevention Program An injury is considered severe
if it requires the loss of a half day or nore of school or
warranted nmedi cal attention or was required to be reported by
district policy. The formincludes child s nane, parent's nane,
di strict nane and nunber, and school nane and nunber; student's
sex, birthdate, and grade; accident's date and tine; nunber of
days absent; action taken by school and parent; nature of injury;
area affected; contributing factors; period; surface; |ocation;
activity; equipnment; injury description; signature of person
maki ng report; title code; and principal's signature. The state's
copy is retained for five years.

RETENTI ON
Record copy: Retain for 7 years or until 2 years after
resolution of any claimor litigation and
t hen destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/99)

STUDENT MEMBERSHI P SUMVARY RECORDS (1'tem 20- 38)

This report is conpleted on student enrollnment and dropouts as of
Cctober 1. It is used to qualify for state funding. I|ndividual
schools directly update the State conputer system The report is
printed, signed and audited by district external auditors and
sent to the State Ofice of Education. The report includes
student enrol |l nent by school, by grade, and ethnic group. The
report also includes the dropout report.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)
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STUDENT W THDRAWAL RECORDS (I'tem 20- 39)
This form docunents student school transfer requests. The
official copy is retained by the school, while a copy is
submtted to the school district office wth the student's
curmul ative record and another is given to the student's
parent/guardi an. The district then sends the student's records to
the receiving school. The formincludes nane, address, and
t el ephone nunber of school transferring; student's nane,
birthdate, date, Utah state identification nunber, |ast date
attended, and sex; parent's nane and new address; new school;
whet her student is receiving additional school services;

i ndi cati on whether lunches and fees are paid, |ibrary books
returned, cumul ative fol der conpleted; whether a copy of

i mruni zati ons and academ c progress is given to parents. The
student's teacher adds nane, student's reading |evel, reading
text (page or chapter), math text (page or chapter), other
comments, date and teacher's signature.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/99)
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TRANSPORTATI ON ALLOMANCE APPLI CATI ONS (I'tem 20-41)
These application forns are conpl eted by parents who nust
transport their student to and from school or the bus stop.
Parents of pupils living 1.5 mles or nore fromtheir assigned
school are eligible to be paid a transportation all owance when
regul ar school transportation is unavail able under State
gui delines. These forns include date, student's nane, school,
grade, parent's nane, tel ephone nunber, address, parent's soci al
security nunber, distance fromhone to school or distance from
home to bus stop, school year covered, parent's signature,
district policy, and (if approved) indication of rate to be paid.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/99)

VWEEKLY ATTENDANCE AND MEALS SERVED SHEET (I'tem 20-42)
These weekly sheets report on daily student absences and neal s
served. Each norning the sheets are placed in teacher's boxes and
they record the absences and neal counts. The sheets are then
sent to the office and information is entered into the conputer
after lunch is served. They are used to create attendance and
[ unch reports. The sheets include teacher's nane, dates, students
nanmes, absence, and lunch preference (hot, cold, or mlKk).

RETENTI ON
Retain until end of school year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 99)
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WORKER S COVPENSATI ON EMPLOYEE' S FI RST REPORT OF | NJURY (1'tem 20-43)
This report nust be submtted to the Industrial Commi ssion in
connection with UCA 35-1-97 and 35-2-103 (1993). The fornms are
prescri bed by the conmi ssion to report any work-related fatality,
injury, or any occupational disease resulting in nedical
treatnment, |oss of consciousness, loss of work or restrictions of
wor k. Each el enmentary school conpletes and sends to the district
office in cases involving an enpl oyee who is injured on the job
and/or nmeets one of the criteria specified in UCA 35-2-103
(1993). The district conpletes, signs, and nails the report to
the Industrial Conmm ssion as prescribed by |aw. The report nust
be filed with the Commission wthin (7) days of the occurrence.
The Commi ssion maintains their copy for seven years. The district
office usually maintains the official copy of this report.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

ADM NI STRATI VE SUBJECT FI LES (ltem 21-1)
These are subject files maintained solely for reference purposes.
They contain a variety of types of information including general
correspondence, newspaper clippings, reports, conpleted fornms,
flyers, copies of instructions, reports and brochures, district
menor anda, and instructions.

RETENTI ON
Retain for 1 year or until adm nistrative need ends
whi chever is |onger and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

ASBESTOS MANAGEMENT PLAN (ltem 21-2)
Thi s managenent plan is required by 40 CFR 763.93 (1998) to be
devel oped for each school on or before Cctober 12, 1988. The
managenment plan is required to be devel oped by an accredited
managenent planner and to include a list of the nane and address
of each school building (40 CFR 763.93(e) (1998)) and nust
contain "a true and correct statenment, signed by the individual
designated by the | ocal education agency"” certifying that | ocal
agency responsibility has been or will be nmet (40 CFR 763.93(h)
(1998)). A copy is submtted to the District Mintenance
Department and the duplicate is retained by the school. Each
| ocal educational agency "shall maintain and update its
managenent plan to keep it current with ongoi ng operations and
mai nt enance” (40 CFR 763.93(d) (1998)). Every six nonths a
surveillance report is required to be prepared by each princi pal
(40 CFR 763.92(b)(2) (1998)). A copy of this report becones part
of the managenent plan (40 UCA 763.92(b)(2)(iii) (1998)). The
surveillance reports include district name, school, date, sanple
nunber, percent, type, original condition, change,
recommendati on, and signature of person perform ng surveill ance.

RETENTI ON
Retain until school is vacated or closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

ATTENDANCE RECORDS (Item 21-3)

These records docunent student attendance. They are used to
create reports. They include biweekly bubble sheets, conputer
reports, and termto-date reports. The biweekly bubble sheets
record hourly student attendance and are scanned daily. They
serve as a worksheet for the district's attendance system The
daily conputer report is a conpilation of all student absences
and is printed at the end of the day. The termto-date report is
a conputer report that records all student absences by cl asses.
It is printed weekly and is given to each teacher for
verification. The records include date, district and school
codes, grade, student's name and nunber, days absent, days tardy,
and totals.

RETENTI ON
Retain for 1 year or until audited and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

ATTENDANCE ROLLS (Item 21-4)

Ut ah School

These are the attendance rolls maintai ned by each teacher within
t he school. These were used to record student attendance. The
rolls include school's nane, year and term teacher's nane,

begi nni ng and endi ng cl ass dates, nanes and nunbers of all
students enrolled in class, sex, grade, entry code, exit code,
days present and absent, a term sunmary (nunber of days attending
cl asses, nunber of days absent, tines tardy), term grade,
citizenship grade, final grades, and final attendance record.

Most school s have automated student attendance and have

di scontinued the use of rolls.

RETENTI ON
Retain for 3 years and destroy; provided attendance and
grades are transferred to cunul ative record.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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JUNI OR HI G+ M DDLE SCHOCL RECORDS

BANK STATEMENTS (ltem 21-5)

These are nonthly statenents show ng the anmount of noney
deposited to or withdrawn fromthe school's bank account. They
are used for accounting purposes. They include date, bank nane,
deposits, withdrawals, and cash balances (with interest on daily
bank bal ances).

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

BUDGET EXPENDI TURE REPORT (Item 21-6)

This report formis used by the schools to track expenditures for
conparison with district reports. The district audits these
records annually. They include budget nunber, budget all owance,
budget classification, date, requisition nunber, conpany and
itens, requisition anount, anount paid, and bal ance.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

BUS TRANSPORTATI ON REQUEST (ltem 21-7)
This formis used to request buses for special activities and
school trips. The school retains one copy of the formand submts
other copies to the district's Transportation Departnent. The
formincludes date, requesting school, destination, date needed,
proj ected departure and return times, nature of trip, pick up
poi nts, nane of person in charge, indication whether the school
or district will pay all costs, principal's signature,
transportation director's signature, and may include the
superintendent's. Al so includes a section restricted for driver's
use which is conpleted after the trip and lists the driver's
name, actual departure and return tinmes, bus nunber, nunber of
passengers, nunber of mles travel ed, teacher's signature after
trip, neals and | odging costs, bus driver's signature, beginning
and endi ng odoneter readings, and transportation director's
si gnat ur e.

RETENTI ON
Record copy: Retain for 1 year after end of schoo
year and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)

BUS TRANSPORTATI ON RULES AND REGULATI ONS (Item 21-8)
These rul es and regul ati ons docunent parents'/guardian's receipt
and approval of acceptabl e student behavior on school buses. They
are sent honme at the begi nning of each school year to inform
parents of the district policies. One copy is retained by the
parents for reference while a signed copy is returned to the
school where it is retained on file. They include the rules and
regul ations, parents' and students' signatures, and date.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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JUNI OR HI G+ M DDLE SCHOCL RECORDS

CANCELLED CHECKS (I'tem 21-9)

These are checks returned fromthe bank indicating that paynent
was nmade to payee from accounts previously deposited with the
bank.

RETENTI ON
Retain for 7 years.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

CAREER LADDER FI LES (Item 21-44)

These files docunent the pronotion process under the career

| adder program Teachers submt two copies of an application for
pronotion to the personnel office or career |adder conmttee. A
commttee reviews the applications and determ nes whet her a
pronotion is warranted. Each file contains an admnistrator's and
a principal's report, a report on student achievenent, a
student's survey, and parent's survey.

RETENTI ON
Retain for 3 years or until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 10/ 99)

Ut ah School
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

FEE WAl VER RECORDS (I'tem 21-10)
These records docunent the application and receipt of a waiver
for the payment of student fees in accordance with UCA
53A-12-103 (1993). The application is sent to all students with a
statenent of fees owed as part of the registration process. They
are conpl eted annually. Parents conplete the application and
submt it to the school. Al fees are suspended until the schoo
determ nes student's eligibility for fee waiver. If waiver is
granted then a fee waiver statenent is signed. The records
i nclude the application and the fee waiver statenent. The
application includes the student's nanme, date, parent's or
guardi an's nane, reason for waiver; and indication of fees being
requested to be waived (fee description and anount). The fee
statenent includes parent's or guardi an's nanme, address, and
t el ephone nunber; date; student's nane and grade; fees being
wai ved; total fees waived; parent's or guardian's signature; and
adm ni strator's signature.

RETENTI ON
Retain for 2 years and destroy; provided student has |eft
j uni or high.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 10/ 99)
FI NANCI AL REPORTS (ltem 21-11)

These conputer reports are submtted nonthly to the district's
busi ness adm ni strator. They are used for auditing purposes. The
school bal ances their books nmonthly and submts this report
monthly. This report includes a bal ance sheet showi ng assets,
l[tabilities, trust funds, surplus, and totals; and an activity

| edger showi ng account, begi nning bal ances, receipts, transfers,
endi ng bal ances, and totals.

RETENTI ON
Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 2 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

FI XED ASSET REPORT (ltem 21-12)
This conmputer report is sent by the district to all schools
annually. It is used to determ ne the status of all fixed assets
in that school. Schools review the listing and make any necessary
additions and corrections and return the report to the district.

A corrected report is then sent to all schools in the fall. The
report includes school nane and | ocation code, room date, page
nunber, asset nunber, classification nunber, quantity,

manuf acturer's description, acquisition date, nodel nunber,
serial nunmber, and cost.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)

FOOD PRODUCTI ON SHEET (Item 21-13)
This sheet is prepared daily by the school |unch manager for al
meal s served (lunch/breakfast). It is used to plan neals and to
determ ne nenu itens needed for neal preparation. The sheet
contains the nmenu itens, portion sizes, neal conpliance, planned
anount and actual anount of food used, vitam n and iron usage,
nunber planned for and nunber actually served, and tray count.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

FREE AND REDUCED MEALS APPLI CATI ONS (ltem 21-14)
These application forns are conpleted annually by fam|lies
requesting free or reduced price neals. They list all househol d
menbers, give a breakdown of nonthly household incone, and
require the signature and social security nunber of the adult
househol d nmenbers applying. A section is conpleted by the
school /district which identifies the approved neal type
(free/reduced) and is signed and dated by the approving official.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)

MAI NTENANCE WORK ORDER (I'tem 21-15)
This formis used to request mai ntenance and repair of school
equi pnent or buildings. It includes work order nunber, date,
school name, type of repair (building or equipnent),
principal's/director's approval, account nunber, repair problem
brand/ make, serial nunber, special instructions, a section
designated for office use listing approval or rejection, whether
sent and date, quantity, part nunber and description, cost,
travel time and description, hours, total parts used, total
| abor, person conpleting form and date.

RETENTI ON
Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

MEALS SERVED REPORT (l'tem 21-16)

This nmonthly sheet records daily nmeals served. It contains a
breakdown of "a la carte itens,"” snacks, mlk and neals served by
category (free, reduced, paid, adult). Information is added daily
and the sheet is sent to the district office at the end of each
nmonth with a summari zed cover sheet.

RETENTI ON

Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

MVEDI CATI ON AUTHORI ZATI ON AND DI SPENSI NG RECORD (ltem 21-17)

These records docunent the authorization of school personnel to
adm ni ster and di spense prescribed nedication during the school
day. "A public or private school . . . may provide for the

adm ni stration of medication to any student of the school”
subject to conditions specified by UCA 53A-11-601(1) (1998).
"Medi cations may only be adm nistered to a student if the
student's parent or |egal guardian has provided a current witten
and signed request that nedication be adm nistered during regul ar
school hours to the student; and student's physician, dentist,
nurse practitioner, or physician assistant has provided a signed
statenent describing the nethod, anount, and tine schedul e for
adm ni stration and a statenment that adm nistration of nedication
by school enployees is . . . nedically necessary "

(UCA 53A-11-601(b) (1998)). These records include an

aut horization form They include student's nane, address,

t el ephone nunber, birthdate; school; district; parent's nanme and
busi ness tel ephone nunber; signature of parent or |egal guardian;
date; physician's nanme; address, and tel ephone nunber; and nane
and type of nedication, dosage/ anobunt to be given
frequency/tines to be adm nistered, and duration/length of tine
medi cation is anticipated to be needed.

RETENTI ON
Retain for 4 years after student |eaves junior high and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

MONTHLY DEPARTMENT OF AGRI CULTURE FOOD USAGE SHEET (I'tem 21-18)
This nmonthly sheet serves as an on-going inventory on the usage
of U. S. Department of Agriculture (USDA) food. The sheet is
provided to the junior high and lists food totals. The school
mai ntai ns the inventory and subnmits to the district office at the
end of each nonth a list of all USDA food received, anounts used,
and inventories on hand. It is used to conpile reports.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

MONTHLY SCHOOL LUNCH PAYMENT REPORT (Item 21-19)
This report documents nonies collected for school |unches. The
school collects noney fromstudents and teachers for neals eaten
and deposits funds in school accounts. This report is submtted
nonthly with a check to the district for nonies collected to the
district's business admnistrator. It reports nonies collected
for school hot |unches served during the nonth and is used by the
district to reconcil e bank deposits. The report includes anounts
collected fromteachers and staff, students with reduced costs,
regul ar students, other adults, and daily and nonthly totals.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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PRI NCI PAL' S PERSONNEL EVALUATI ON RECORDS (Item 21-21)
These are records mai ntained by the school's principal on al
school enpl oyees. They are used for easy reference. The school
district office maintains the official personnel files on al
di strict enployees. These files include evaluation forms, career
| adder information, and teaching observation fornms. All
significant information is duplicated in the teacher's personnel

file.

RETENTI ON
Retain for 1 year after enployee separation and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 10/99)

PUPI L TRANSPORTATI ON PERM SSI ON SLI P (Item 21-22)
This form docunents parents or guardi ans consent for his/her
student to ride a school bus during the school year to
participate in curricular or extracurricular school activities.
The formincludes student's nane, school's nane, school year,
date, parent's or guardian's signature

RETENTI ON
Retain for 1 year or until the resolution of any litigation
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

PURCHASE ORDERS AND REQUI SI TI ON (Item 21-23)
These records docunent the purchase of equi prent and ot her
materials made by the school. They are used as a pl anni ng tool
and for verification purposes. These records contain a conputer
report, purchase orders and requisition forms. Information
i ncludes a description of the itembeing ordered as well as the
price and actual anpunt paid.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 10/99)
RECEI PT BOCKS (Item 21-24)
These are receipts issued for noney paid to the school. Includes

paynent date, departnent or fund to which noney bel ongs, receipt
nunber and anount pai d.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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REQ STRATI ON FEE REPCORT (Item 21-26)
This conmputer report serves as a billing for student fees. A copy
of the student's schedule is sent to the student during the
sumrer to nake any changes if necessary. Fees are published in
the |l ocal newspaper at |east three weeks before school starts. At
regi stration, the student picks up their final schedul e stanped
with the fees owed. A stanped copy of the report is given to the
student as a receipt when fees are paid. It is used to verify
fees paid and deposited. The report includes student's nanme and
identification nunber, grade, sex, fee description, anount,
totals, and date paid.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

RENTAL AND FACI LI TY SUPERVI SI ON REPORT (Item 21-25)
This monthly report is submitted to the district's business
admnistrator on all school facility rentals. It is used for
accounting purposes. It includes the school name, nonth and year,
nanme of organization (or person) using facility, date used,
facility used, total hours used, fees collected, other nonies
collected, total time spent by supervisor, and principal's
signature. It includes an application and agreenent for the use
of school buildings and property. It is used by
per sons/ or gani zati ons requesting use of school buildings. If
request is granted a contract is signed between parties and fees
are paid.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SAFETY SELF- | NSPECTI ON REPCRT (Item 21-27)
These sel f-inspection survey reports are conpleted annually by
each school on forms provided by the State Division of Risk
Managenment. There are six separate survey fornms including the
general survey, cafeterial/kitchen survey, athletic program
survey, science |aboratory survey, workshop survey, and vehicle
mai nt enance survey. The purpose of this report is to identify
potential hazards within school buildings and on school sites. If
t he school conpletes these reports, it may receive a 15 percent
di scount on its insurance premumafter a foll owup survey has
been conducted. These safety inspections are subnmtted to the
District Ofice, accunul ated, and sent to the State D vision of
Ri sk Managenent for evaluation by April 1st of each year . These
survey forms include district nane, date, school, nanme of person
conpl eting survey, and responses to survey questions (yes, no,
not applicable). The State Division of R sk Managenent retains
the record copy for twelve years.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

SCHOOL HANDBOOK (Item 21-28)
Thi s handbook is an annual publication describing current school
information. It is used for reference purposes. It includes a
brief history of the school, student association constitution,
school and district calendars, listings of student officers and
t eachers, school policies, and a student directory.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SCHOOL Hi STORI ES (1tem 21- 29)

These histories are conpiled by the schools. They are used for
ref erence purposes. They descri be the school's begi nnings and
devel opments and are updated annually to include significant
school activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

SCHOOL NEWSPAPERS (Item 21- 30)

This is the school newspaper that reports on students, teachers,
and school activities. It is conpiled by the newspaper staff with
t he assi stance of teacher advisors. Articles and phot ographs
concerning the students, teachers and other school personnel, the
school, and may include sone coverage of |ocal, national, and
international events of interest to its readers.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)

SCHOOL' S ACCOUNTS PAYABLE (I1tem 21- 31)

These records are used to pay school bills. They include copies
of checks, invoices, purchase orders, and receiving reports. My
al so include correspondence with vendors and conputer printouts.

RETENTI ON

Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)
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SPECI AL EDUCATI ON STUDENT RECORDS (Item 21-32)
These individual case files docunent students enrolled in the
district's special education prograns. They contain various
reports and conpleted forns including learning disability
assessment reports, approval for continued services, conpleted
tests and surveys, information on parents or guardians, approval
of placenent in the Special Education Program and a speci al
education card (34 CFR 300. 300 (1997)).

RETENTI ON
Retain until student |eaves m ddle school/junior high and
then transfer conplete record to transferring school;
records of students no |onger receiving services are sent
to the district office.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 300.562 (1997); 34 CFR 99 (1997).

(Approved 10/99)

STUDENT CUMULATI VE RECORDS (Item 21-33)
These are records nmaintained in the school's office on al
enroll ed students. They are used to docunent students'
participation in school. They include test scores, imunization
record, eye testing, grades and credits earned, and all pertinent
i nformati on on the student.

RETENTI ON
Retain until student | eaves school and then transfer to the
hi gh school or to transferred junior high school.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1997).

(Approved 10/99)
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STUDENT DI SCI PLI NE FI LES (Item 21- 34)
These are files maintained by the vice-principal or counselors on
students who have m sbehaved in class or on the school grounds.
The files include notes, teachers' reports, nenoranda, standard
violation tickets, reprinmands, related correspondence, individual
progress reports, and student counseling reports.

RETENTI ON
Retain until student |eaves school and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)

STUDENT | NFORVATI ON CARD (I'tem 21-35)
These cards are conpleted by the parents or guardi ans of each
m ddl e school student at the beginning of the school year. They
provi de basic information on all students and are used for
reference purposes. The card includes date, student's nane,
bi rt hdate, grade, sex, mailing address and tel ephone nunber,
father's name and work tel ephone nunber; nother's nane and work
t el ephone nunber; indication wth whomthe student |ives; nane,
rel ati onship, and tel ephone nunber of person to contact in case
of an energency; physician's nanme and tel ephone nunber; whet her
t he student has any special nedical concerns; and a signed
statenent notifying parent/guardian that the school has a cl osed
canpus and student cannot be rel eased w thout custodi al
parent's/guardian witten consent.

RETENTI ON
Retain until superseded or until end of school year and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)
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STUDENT | NJURY REPORT (I'tem 21- 36)
This report is conpleted by school personnel imrediately after a
severe student injury and a copy is then submtted to the State
Child Injury Prevention Program An injury is considered severe
if it requires the loss of a half day or nore of school or
warranted nmedi cal attention or was required to be reported by
district policy. The formincludes child s nane,
parent's/guardi an's nanme, district name and nunber, school nane
and nunber, student's sex, birthdate, grade, accident's date and
time, nunber of days absent, action taken by school and
parent/guardian , nature of injury, area affected, contributing
factors, period, surface, location, activity, equipnment, injury
description, signature of person making report, title code, and
principal's signature. A copy may al so be sent to the district
office. The state's copy is retained for five years.

RETENTI ON
Retain for 7 years or until 2 years after resolution of any
claimor litigation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)

STUDENT MEMBERSHI P SUMVARY REPORT ( STUDENT | NFORMATI ON SYSTEM (Item 21-37)
This conputer report is required to be conpleted on student
enrol I ment as of COctober 1 of each year to qualify for state
fundi ng. Secondary schools directly update the conputer Student
I nformati on System (SI'S) Program and submit a report to the
district office. The report includes district, school, code
nunber, grade, enrollment as of Cctober 1 (girls, boys, totals),
speci al education students (boys, girls, totals), total
enrol I ment and enrol |l nent by race and ethnicity.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 99)

Ut ah School Districts CGeneral Retention Schedul e 188



SCHEDULE 21
JUNI OR HI G+ M DDLE SCHOCL RECORDS

STUDENT REGQ STRATI ON RECORDS (I'tem 21-38)
These fornms are conpleted for all enrolled students registering
for specific classes. They are used to notify students of course
requi renents and to register for specific classes. The forns
i ncl ude grade, student's nane, parent's/guardian's signature,
birthdate, sex, and address and tel ephone nunber, course
requi renents for grade level, listings of courses (required,
resource, elective, etc.), and indication of class selections.

RETENTI ON
Retain for 1 year or until resolution of all litigation or
conflicts, if not part of the cunulative folder, and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 10/ 99)

STUDENT REPORT CARDS (I'tem 21-39)
These cards document official termgrades. They are sent at the
end of each trinmester/quarter. They are used for reference
pur pose. The report cards include student's name and
i dentification nunber; grade |evel; school; district; school
year; subject; teacher's name; period; grades for first, second,
and third terns; current ternis citizenship grade, days absent
and tardy per period; termgrade point average; parent's or
guardi an's nane and address; and tel ephone nunbers for
parents/guardians to call for questions. The grades are recorded
in the cunul ative file.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)
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STUDENT W THDRAWAL RECORDS (I'tem 21-40)
This form docunents student school transfer requests. After the
formis submtted the school sends the student's records to the
recei ving school. A copy is given to the student. The form
i ncl udes address, and tel ephone nunmber of school transferring;
student's nanme, birthdate, date, Utah state identification
nunber, |ast date attended, sex; parent's nanme and new address;
new school ; whether student is receiving additional school
services; indication whether fees paid, |ibrary books returned,
cunul ative fol der conpleted; and if parent was given a copy of
i mruni zati ons and academ c progress.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)
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TI ME AND ATTENDANCE REPORTS (Item 21-20)
These report fornms are conpleted and submitted to the district
payrol |l office each pay period authorizing paynents for services
rendered. These records include a variety of report forns. The
payroll report formis a sunmary of the contracted professional
and cl assified personnel |isting the days of absence, the reason
for absence and the nanme of the substitute. The absence report
formis a three part form docunenting the absences of the
district contracted enployee's. The first copy (white) is sent to
the district's payroll departnent, the second copy (canary) is
retai ned by the school, and the third copy (pink) is kept by the
enpl oyee. The payroll vouchers are submtted by enpl oyees for
servi ces rendered over and above their regular contract. Paynent
for such services may include extended career | adder days,
substitute pay, supervision of facilities, adult education
cl asses taught, etc. Qther records included are career |adder
payrol |l vouchers, W4 fornms, and payroll data sheets for new
enpl oyees.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2- 301( 1) (b)

(Approved 10/99)
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TRANSPORTATI ON ALLOMNNCE APPLI CATI ON (ltem 21-41)

These application forns are conpl eted by parents/guardi ans who
must transport their student to and from school or the bus stop.
Par ent s/ guardi ans of pupils living two mles or nore fromtheir
assigned school are eligible to be paid a transportation

al | omance when regul ar school transportation is unavail abl e under
State guidelines. These forns include date, student's nane,
school, grade, parent's/guardian's nane, telephone nunber,
address, parent's/guardian's social security nunber, distance
fromhone to school or distance fromhonme to bus stop, schoo

year covered, parent's/guardian's signature, district policy, and
(if approved) indication of rate to be paid.

RETENTI ON
Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: parent's/guardian's social security
nunber

(Approved 10/99)

Ut ah School
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WORKER' S COVPENSATI ON EMPLOYEE' S FI RST REPORT OF | NJURY OR (Item 21-42)

| LLNESS

This report nust be submtted to the Industrial Comm ssion in
connection with UCA 35-1-97 and 35-2-103 (1993). The forns are
prescri bed by the conm ssion to report any work-related injury or
any occupational disease resulting in nedical treatnent, |oss of
consci ousness, loss of work or restrictions of work. Each
secondary school conpl etes and sends to the business
adm ni strator in cases involving an enpl oyee who is injured on
the job and/or neets one of the criteria specified in UCA
35-2-103 (1993). The district conpletes, signs, and mails the
report to the Industrial Comm ssion as prescribed by |aw. The
report nust be filed with the Comm ssion within seven days of the
occurrence. The Conmi ssion maintains their copy for seven years.
The school only maintains a reference copy.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/99)

YEARBOCKS

(Item 21-43)
These year books docunent school activities. They are conpiled by
a yearbook staff with the assistance of a teacher advisor. The
year books contain nanes and photographs of the faculty, staff,
and individual students by grade, school clubs, sports, cultural
events, and academ c and social activities.

RETENTI ON
Permanent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/99)

Ut ah School
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ACTI VI TI ES REPCORT FI LES (ltem 22-1)

These reference files describe the school's special activities
such as dances, tournanments, awards banquets, homecom ng
activities, school plays, workshops, and the annual prom They
are used by teachers and student committees as a planning tool.
The files include receipts, progranms, flyers, and an activity
report which has a description of the activity, itens purchased
for the activity, anount of noney spent, date and nane of the
event .

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

ADM NI STRATI VE SUBJECT FI LES (I'tem 22-4)

These are subject files maintained for reference purposes. They
contain a variety of types of information including general
correspondence, newspaper clippings, reports, conpleted forns,
flyers, copies of instructions, reports and brochures, and

di strict menoranda, and instructions.

RETENTI ON
Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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ASBESTOS MANAGEMENT PLAN (Item 22-2)
Thi s managenment plan is required by 40 CFR 763.93 (1992) to be
devel oped for each school on or before Cctober 12, 1988. The
managenent plan is required to be devel oped by an accredited
managemnment planner and to include the nane and address of each
school building. Also to include if the school building has
damaged Asbestos Building Material (friable ACBM, nonfriable
ACBM friable and nonfriabl e suspected ACBM assuned to be
Asbestos Containing Material (ACM (40 CFR 763.93(e) (1992)) and
must contain "a true and correct statenent, signed by the
i ndi vi dual designated by the | ocal education agency" certifying
that | ocal agency responsibility has been or will be nmet (40 CFR
763.93(h) (1994). A copy is subnmitted to the District Mintenance
Department and the duplicate is retained by the school. Each
| ocal educational agency "shall maintain and update its
managenment plan to keep it current with ongoi ng operations and
mai nt enance” (40 CFR 763.93(d) (1992). Every six nonths a
surveillance report is required to be prepared by each princi pal
(40 CFR 763.92(b)(2) (1992)). A copy of this report becones part
of the managenent plan (40 UCA 763.92(b)(2)(iii) (1992)). The
surveillance reports include district nanme, school, date, sanple
nunber, percent, type, original condition, change,
recommendati on, and signature of person perform ng surveillance.

RETENTI ON
Retain until school vacated or closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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ATTENDANCE ROLLS (Item 22-3)
These are the attendance rolls maintained by each teacher within
the school. They are used to record student attendance. The rolls
i ncl ude school's nane, year and term teacher's nanme, begi nning
and endi ng cl ass dates, names and nunbers of all students
enrolled in class, sex, grade, entry code, exit code, days
present and absent, a term summary (nunber of days attending
cl asses, nunber of days absent, tines tardy), term grade,
citizenship grade, final grades, and final attendance record.
Grades and credits are recorded in the official transcript.

At t endance records have been automated and the use of attendance
roll's have been di scontinued.

RETENTI ON

Retain for 3 years and destroy, provided individual student
record exists; permanent, if no official transcript exists.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)

BANK STATEMENTS (Item 22-6)
These are nonthly statenents show ng the anmount of noney
deposited to or withdrawn fromthe school's bank account. They
are used for accounting purposes. They include date, bank nane,

deposits, wi thdrawal s, and cash balances (with interest on daily
bank bal ances).

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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BUDGET EXPENDI TURE REPCRT (Item 22-7)
This report formis used by the schools to track expenditures and
for conparison with district reports. The district audits these
records annual ly. They include budget nunber, budget all owance,
budget classification, date, requisition nunber, conpany and
itens, requisition anpunt, anount paid, and bal ance.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

BUS TRANSPORTATI ON REQUESTS (Item 22-5)
This formis used to request buses for special activities and
school trips. The school submts the formto the district's
Transportation Departnent and retains a copy . These requests are
submtted at | east seven days prior to trip to allow for bus
schedul i ng and driver assignment. The formincludes date,
requesting school, destination, date needed, projected departure
and return tinmes, nature of trip, pick up points, nanme of person
in charge, indication whether the school or district will pay al
costs, the signatures of the principal, transportation director,
and if necessary the superintendent.

RETENTI ON

Record copy: Retain for 2 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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CANCELLED CHECKS (Item 22-8)
These are actual checks returned fromthe bank indicating that

paynent was made to payee from accounts previously deposited with
t he bank.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

CAREER LADDER FI LES (I'tem 22-9)
These files docunment the career |adder process at the high
school. They are used by the school principal in review ng the
teachers' goals and acconplishnents and to evaluate their
teaching abilities. The school principal neets with each teacher
on a regular basis to discuss their career | adder and teaching
goals. These files include: the results of inventories taken on
prerequisite skills, goals for the teachers and the school
various test results (including the California Achievenment Test),
t eachi ng and observation results.

RETENTI ON
Retain for 3 years or until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)
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COUNSELOR S STUDENT FI LES (Item 22-11)
These are student files maintained by the school's counsel ors.
They are used to becone better acquainted with students and to
better track their progress during the course of the school year.
Al t hough the files nmay vary sonewhat between students, the files
usually contain a student course credit sunmary, Academ c
Achi evenent Record, correspondence, test results, academ c
reports, notes fromdi scussions with students, a |ocator card,
cl ass changes, and notes on disciplinary actions taken on
st udent s.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)

DAI LY ABSENCE REPORTS (Item 22-12)
This is a daily conmputer printout listing the students who were
absent. This printout is used to track students who were absent,
particularly students with frequent absences. The printout
contains the date, the student's nanme and nunber, home phone
nunber, grade, sex, section nunber and description, and class
periods that the student m ssed.

RETENTI ON

Retain for 1 year or as long as student is enrolled and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)
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DI SCI PLI NE FI LES (lItem 22-13)

These files are mai ntained by the attendance office or assistant
princi pal on students who have had disciplinary problens. The
files also contain reports, notes, correspondence, and nenoranda.
The files include: the student's nanme and home address; sex;
grade; a disciplinary report (the report gives the reason for the
di sciplinary act taken against the student); notice of

suspensi on; progress report on attendance and grades; contingency
contract (an agreenment between the student and high School that
the student would follow certain rules in order to stay in the
school ); and student conference reports.

(Approved 12/99)

Ut ah School

RETENTI ON
Retain for 1 year after student |eaves school and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1999).
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FEE WAl VER RECORDS (Item 22-16)
These records docunent the application and receipt of a waiver
for the payment of student fees in accordance with UCA
53A-12-103 (1993). The application is sent to all students with a
statenent of fees owed as part of the registration process.
Parents conplete the application and submt it to the school. Al
fees are suspended until the school determ nes student's
eligibility for fee waiver. If waiver is granted then a fee
wai ver statenent is signed. The records include the application
and the fee waiver statenent. The application includes the
student's nane, date, parent's or guardian's nane, reason for
wai ver; and indication of fees being requested to be waived (fee
description and amount). The fee statenent includes parent's or
guardi an' s nanme, address, and tel ephone nunber; date; student's
name and grade; fees being waived;, total fees waived; parent's or
guardi an's signature; and adm nistrator's signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)

FI NANCI AL REPORTS (Item 22-14)
These conputer reports are submtted to the district's business
adm nistrator. They are used for auditing purposes. The school
bal ances their books nonthly and then submts this report. This
report includes a bal ance sheet showi ng assets, liabilities,
trust funds, surplus, and totals; and an activity |edger show ng
account, begi nning bal ances, receipts, disabilities, transfers,
endi ng bal ances, and totals.

RETENTI ON
Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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FI XED ASSET REPORT (Item 22-15)
This conmputer report is sent by the district to all schools in
April as part of the final audit. It is used to determ ne the
status of all high risk school property and other itens worth
nore than $500. Schools review the listing and nmake any necessary
additions and corrections and return the report to the district.
A corrected report is then sent to all schools in the fall. The
report includes school nane and | ocation code, room date, page
nunber, asset nunber, classification nunber, quantity,
manuf acturer's description, acquisition date, nodel nunber,
serial nunber, and cost.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

FOOD PRODUCTI ON (ltem 22-17)
This sheet is prepared daily by the school |unch manager for al
nmeal s served (lunch/breakfast). It is used to plan neals and to
determ ne nenu itens needed for neal preparation. The sheet
contains the nenu itens, portion sizes, neal conpliance, planned
anount and actual anpunt of food used, vitam n and iron usage,
nunber planned for and nunber actually served, and tray count.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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FREE AND REDUCED MEALS APPLI CATI ONS (I'tem 22-18)

These application forns are conpleted by famlies requesting free
or reduced price neals. They list all household nenbers, give a
br eakdown of nonthly household inconme, and require the signature
and social security nunmber of the adult househol d nenbers
applying. A section is conpleted by the school/district which
identifies the approved neal type (free/reduced) and is signed
and dated by the approving official.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)

GENERAL LEDGERS (ltem 22-19)

These books (or conmputer reports) are a summary of receipts and
di sbursenents by account funds. They are maintai ned by the school
treasurer. They include the source of income, anounts of credit
and di sbursenents, totals, and renai ning bal ances.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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GRADE SHEETS (I'tem 22-20)
These are bound vol unmes of grade sheets. The sheets include a
description of the course, course nunber, teacher's nane, room
nunber, student nunber, student's nanme, sex, grade, and the grade
received in the class. G ades are recorded in official
transcripts.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1998).

(Approved 12/99)

GRADUATI ON PROGRAMS (Item 22-10)
These are progranms for high school graduations. The prograns
i ncl ude high school, date, tinme and | ocation of the commencenent
cerenoni es, schedul ed program |ists of honor graduates, and
listing of all graduates.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 02/00)

HI STORI AN S BOOKS (Item 22-22)
These books docunent the events of the year. They are conpil ed by
the school's historian. There is a separate book for each school
year. The books contai n photographs; newspaper articles; prograns
for special progranms and events; the school newspaper; and short
witten descriptions of special school activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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HOVE EXCUSE FI LE (I'tem 22-21)

This is a file of permi ssion slips or "passes" that allow the
student to | eave school during school hours. This pass is usually
given if the student is ill or has a doctor's appointnment. The
slip contains the student's nane, date, tinme to be excused,
course or courses to be excused, name of school personnel

i ssuing, parents'/guardian's remarks and their signature.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)

LI TERARY PUBLI CATI ONS (I'tem 22-23)

These literary publications are published by individual schools
to showcase student's literary talents. The bookl ets include
student's poens, short stories, and usually include student
illustrations.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

Ut ah School

Districts General Retention Schedul e 206



SCHEDULE 22
H GH SCHOOL RECORDS

LOCATOR CARDS (Item 22-24)
This is a card file or automated systemused to | ocate students
during regul ar school hours. It contains the student's nane,
student nunber, sex, grade, age, birth date, address, hone
t el ephone nunber, guardi an's name, business or work tel ephone
nunber, student's |ocker nunber, a description of all classes,
room nunbers, and teacher's nane.

RETENTI ON
Retain for 1 year or until end of school year and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1998).
(Approved 12/99)
MAI NTENANCE WORK ORDERS (I'tem 22-25)

This formis used to request mai ntenance and repair of school

equi pnment or buildings. A copy is retained by the school and a
copy is submtted to the Miintenance Departnent. It includes work
order nunber, date, school nane, type of repair (building or

equi pnent), principal's/director's approval, account nunber,
repair problem brand/ nake, serial nunber, a section designated
for office use listing approval or rejection, whether sent and
date, quantity, part nunber and description, cost, travel tine
and description, hours, total parts used, total |abor, person
conpleting form and date.

RETENTI ON

Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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MEALS SERVED (1tem 22-26)
This nmonthly sheet records daily nmeals served. It contains a
breakdown of a "la carte" itens, snacks, mlk and neals served by
category (free, reduced, paid, adult). Information is added daily
and the sheet is sent to the district office at the end of each
nmonth with a summari zed cover sheet.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

MEDI CATI ON AUTHORI ZATI ON AND DI SPENSI NG RECORD (ltem 22-27)
These records docunent the authorization of school personnel to
adm ni ster the actual dispensing of prescribed nedication during
t he school day. "A public or private school . . . may provide for
the adm ni stration of nmedication to any student of the school”
subject to conditions specified by UCA 53A-11-601(1) (1998).

"Medi cations nmay only be adm nistered to a student if the
student's parent or |egal guardian has provided a current witten
and signed request that nedication be adm nistered during regul ar
school hours to the student; and student's physician, dentist,
nurse practitioner, or physician assistant has provided a signed
statenent describing the nethod, anount, and tine schedul e for
adm nistration and a statenent that adm nistration of nedication
by school enployee is . . . nedically necessary”

(UCA 53A-11-601(b) (1998)). These records include an

aut hori zation formand a di spensing | og.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)
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MONTHLY DEPARTMENT OF AGRI CULTURE FOOD USAGE SHEET (Item 22-28)
This nmonthly sheet serves as an on-going inventory on the usage
of U. S. Department of Agriculture (USDA) food. The sheet is
provided to the elenentary school and lists food totals. The
school maintains the inventory and subnmits it to the district
office at the end of each nonth listing all USDA food received,
anounts used, and inventories on hand. It is used to conpile
reports.

RETENTI ON

Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

MONTHLY SCHOOL LUNCH PAYMENT RECCRD (Item 22-29)
This report docunents nonies collected for school |unches. The
school collects noney from students and teachers for neals eaten
and deposits funds in school accounts. This report is submtted
monthly with a check to the district for nonies collected to the
district's business admnistrator. It reports nonies collected
for school hot |unches served during the nonth and is used by the
district to reconcile bank deposits. The report includes anpbunts
collected fromteacher's and staff, students with reduced costs,
regul ar students, other adults, and daily and nonthly totals.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

Ut ah School Districts CGeneral Retention Schedul e 209



SCHEDULE 22
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OFFI Cl AL TRANSCRI PTS (I'tem 22-30)
These cards are the official record of school attendance and high
school graduation. They are used to docunment graduation from high
school and to verify classes attended and credits earned. They
are used for college adm ssion and enpl oynent. They al so incl ude
the transcripts for students who did not graduate, but attended
hi gh school classes in the district (ninth to twelfth grades).
They contain student's nane, address, birthdate, names of
parents/guardians , lists of high school classes and grades, date
of graduation, test scores, class ranking, grade point average,
and social security nunmber. They are part of the Student
Cunul ative File until they are weeded after graduation.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1998).

(Approved 12/99)

PRI NCI PAL' S PERSONNEL AND EVALUATI ON RECORDS (I'tem 22-31)
These are records nai ntained by the school's principal on al
school enpl oyees. They are used for easy reference. The school
district office maintains the official personnel files on al
district enployees. These files include evaluation fornms, career
| adder information, and teaching observation fornms. All
significant information is duplicated in the teacher's personnel
file.

RETENTI ON
Record copy: Retain for 53 years and then destroy.
Duplicate copies: Retain until teacher |eaves school and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 12/99)

Ut ah School Districts CGeneral Retention Schedul e 210
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PUPI L TRANSPORTATI ON PERM SSI ON SLI P (Item 22-32)
This slip docunents parents or guardi ans consent for his/her
student to ride a school bus during the school year to
participate in curricular or extracurricular school activities.
The information includes student's nane, school's nane, school
year, date, parent's or guardian's signature.

RETENTI ON

Retain for 1 year or until the resolution of any litigation
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

PURCHASE ORDERS AND REQUI SI TI ON RECORDS (I'tem 22-33)
These records docunent the purchase of equi pnent and ot her
mat eri al s made by the school. They are used as a pl anning tool
and for verification purposes. These records contain a conputer
report, purchase orders and requisition forms. Information
i ncludes a description of the itembeing ordered as well as the
price and actual anount paid.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/99)
RECEI PT BOCKS (Item 22-35)
These are receipts issued for noney paid to the school. Includes

paynent date, departnent or fund to which noney bel ongs, receipt
nunber and anount paid.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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REQ STRATI ON FEE REPCORT (Item 22-36)
This conmputer report serves as a billing for student fees. A copy
of the student's schedule is sent to the student during the
sumrer to nake any changes if necessary. Fees are published in
the |l ocal newspaper at |east three weeks before school starts. At
regi stration, the student picks up their final schedul e stanped
with the fees owed. A stanped copy of the report is given to the
student as a receipt when fees are paid. It is used to verify
fees paid and deposited. The report includes student's nanme and
identification nunber, grade, sex, fee description, anount,
totals, and date paid.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

RENTAL AND FACI LI TY SUPERVI SI ON REPORT (Item 22-34)
This monthly report is submitted to the district's business
admnistrator on all school facility rentals. It is used for
accounti ng purposes. The building rental and supervision report
i ncl udes the school nane, nonth and year, nane of agency using
facility, date used, facility used, total hours used, fees
col | ected, other nonies collected, name of persons assigned by
principal, total tinme spent by supervisor, and principal's
signature. The application and agreenent requests the use of
school property and is conpleted by persons/organizations
requesting use of school buildings. It is used to obtain approval
for school rentals. |If approval is granted the contract is signed
bet ween parties and fees are paid.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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H GH SCHOOL RECORDS

SAFETY SELF-1 NSPECTI ON REPORTS (Item 22-37)
These sel f-inspection survey reports are conpleted annually by
each school on forms provided by the State Division of Risk
Managenment. There are six separate survey fornms including the
general survey, cafeterial/kitchen survey, athletic program
survey, science |aboratory survey, workshop survey, and vehicle
mai nt enance survey. The purpose of this report is to identify
potential hazards within school buildings and on school sites. If
t he school conpletes these reports, it may receive a 15 percent
di scount on its insurance premumafter a foll owup survey has
been conducted. These safety inspections are subnmtted to the
District Ofice, accunul ated, and sent to the State Risk
Managenent for evaluation by April 1st. These survey forms
i nclude district nanme, date, school, name of person conpleting
survey, and responses to survey questions (yes, no, not
applicable). The State Division of R sk Managenent retains the
record copy for twelve years.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SCHOOL HANDBOOK (I'tem 22-38)
Thi s handbook is an annual publication describing current school
information. It is used for reference purposes. It includes a
brief history of the school, student association constitution,
school and district calendars, listings of student officers and
teachers, school policies, and a student directory.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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SCHEDULE 22
H GH SCHOOL RECORDS

SCHOOL HI STORI ES (Item 22-39)
These histories are conpiled by the schools. They are used for
ref erence purposes. They descri be the school's begi nnings and

devel opments and are updated annually to include significant
school activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

SCHOOL NEWSPAPERS (Item 22-40)
This is the school newspaper that reports on students, teachers,
and school activities. It is conpiled by the newspaper staff with
t he assi stance of teacher advisors. Articles and phot ographs
concerning the students, teachers and other school personnel, the
school, and may include sone coverage of |ocal, national, and
international events of interest to its readers.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

SCHOOL' S ACCOUNTS PAYABLE (Item 22-41)
These records are used to pay school bills. They include copies
of checks, invoices, purchase orders, and receiving reports. My
al so include correspondence with vendors and conputer printouts.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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SCHEDULE 22
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SCRAPBOCKS (I'tem 22-50)
These are scrapbooks that were conpiled by various school clubs
and organi zati ons. The scrapbooks contai n photographs, newspaper
articles, programflyers, brochures, and other nenorabilia.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

SPECI AL EDUCATI ON STUDENT RECORDS (ltem 22-42)
These individual case files docunent students enrolled in the
district's special education prograns. They contain various
reports and conpleted fornms including learning disability
assessnent reports, approval for continued services, conpleted
tests and surveys, information on parents or guardi ans, approval
of placenent in the Special Education Program and a special
education card (34 CFR 300. 300 (1997)).

RETENTI ON
Retain until student |eaves or graduates from high schoo
and then send to the district office.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 300.562 (199?).

(Approved 12/99)
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STUDENT CLASS SCHEDULES (I'tem 22-51)
These are copies of individual student class schedules. They are
used to direct the student to the assigned classes. The cl ass
schedul e i ncludes the student's nane, student nunber, sex, age,
grade, birth date, address, hone phone, parent or guardi an,
| ocker nunber, description of the various courses, class tines,
and teachers' nanes.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

STUDENT CUMULATI VE RECORDS (Item 22-43)
These are records nmaintained in the school's office on al
enrol |l ed students. They are used to docunent students
participation in school. They include test scores, inmunization
record, eye testing, and all pertinent information on the
st udent .

RETENTI ON

Retain for 3 years after graduation or student |eaves
school and then destroy, provided Oficial Transcript has
been pul |l ed and retai ned.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99 (1997).

(Approved 12/99)
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STUDENT EXECUTI VE BOARD M NUTES (Item 22-44)
These m nutes are of regular and special neetings of the Student
Executive Board or Student Council. The m nutes concern school

activities and ot her school events. They include dates, tines,
neeting |location, nenbers in attendance and absent, sumary of
proceedi ngs including votes taken, and tinme adjourned.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)

STUDENT | NFORVATI ON CARD (Item 22-45)
These cards are conpleted by the parents or guardi ans of each
hi gh school student at the begi nning of the school year. They
provi de basic information on all students and are used for
reference purposes. The card includes date, student's nane,
bi rt hdate, grade, sex, mailing address and tel ephone nunber,
father's name and work tel ephone nunber; nother's nane and work
t el ephone nunber; indication wth whomthe student |ives; nane,
rel ati onship, and tel ephone nunber of person to contact in case
of an energency; physician's nanme and tel ephone nunber; whet her
t he student has any special nedical concerns; and a signed
statenent notifying parent/guardian that the school either has a
cl osed or open canpus. If canpus is closed, student cannot be
rel eased without custodial parent's witten consent.

RETENTI ON
Retain until superseded or until end of school year and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)
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STUDENT | NJURY REPORT (Item 22-46)
This report is conpleted by school personnel imrediately after a
severe student injury and copies are then submtted to the
district office and the State Child Injury Prevention Program An
injury is considered severe if it requires the loss of a half day
or nore of school or warranted nedical attention or was required
to be reported by district policy. The formincludes child's
name, parent's name, district name and nunber, school nanme and
nunber, student's sex, birthdate, grade, accident's date and
time, nunber of days absent, action taken by school /guardi an and
parent, nature of injury, area affected, contributing factors,
peri od, surface, |ocation, activity, equipnent, injury
description, signature of person making report, title code, and
principal's signature. The state's copy is retained for five
years.

RETENTI ON
Retain for 4 years or until 2 years after resolution of any
claimor litigation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)

STUDENT MEMBERSHI P SUMVARY REPORT (Item 22-52)
This conputer report is required to be conpleted on student
enrol Il ment as of Cctober 1 to qualify for state funding.

Secondary schools directly update the conputer Student

I nformati on System (SI'S) Program and submit a report to the
district office. The report includes district, school, code
nunber, grade, enrollment as of Cctober 1 (girls, boys, totals),
speci al education students (boys, girls, totals), total
enrol I ment and enrol |l nent by race and ethnicity.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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STUDENT REG STRATI ON RECORDS (Item 22-47)
These fornms are conpleted for all enrolled students registering
for specific classes. They are used to notify students of course
requi renents and to register for specific classes. The forns
i ncl ude grade, student's nane, parent's signature, birthdate,
sex, and address and tel ephone nunber, course requirenments for
grade level, listings of courses (required, resource, elective,
etc.), and indication of class selections.

RETENTI ON
Retain for 1 year or until resolution of all litigation or
conflicts and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 34 CFR 99.

(Approved 12/99)

STUDENT REPORT CARDS (Item 22-48)
These cards docunent official termgrades. They are sent at the
end of each trimester/quarter. They are used for reference
pur pose. The report cards include student's nane and
identification nunber; grade |evel; school; district; school
year; subject; teacher's name; period; grades for first, second,
and third termand fourth (if quarter) grades; current terms
citizenship grade, days absent and tardy per period; term grade
poi nt average; parent's or guardian's nane and address; and a
t el ephone nunber for parents to call for questions. Oficial
grades are recorded in the cunulative files.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)
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STUDENT W THDRAWAL RECORDS (I'tem 22-49)

This form docunents student school transfer requests. After the
formis submtted the school sends the student's records to the
recei ving school. A copy is given to the student. The form

i ncl udes address, and tel ephone nunmber of school transferring;
student's nanme, birthdate, date, Utah state identification
nunber, |ast date attended, sex; parent's/guardian nane and new
address; new school; whether student is receiving additional
school services; indication whether fees are paid, |ibrary books
returned, cumul ative folder conpleted; and if parent/guardi an was
gi ven a copy of imruni zati ons and academ c progress.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/99)
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TI ME AND ATTENDANCE REPORTS (I'tem 22-53)
These report fornms are conpleted and submitted to the district
payrol |l office each pay period authorizing paynents for services
rendered. These records include a variety of report forns. The
payroll report formis a sunmary of the contracted professional
and cl assified personnel |isting the days of absence, the reason
for absence and the nanme of the substitute. The absence report
formis a three part form docunenting the absences of the
district contracted enployee's. The first copy (white) is sent to
the district's payroll departnent, the second copy (canary) is
retai ned by the school, and the third copy (pink) is kept by the
enpl oyee. The payroll vouchers are submtted by enpl oyees for
servi ces rendered over and above their regular contract. Paynent
for such services may include extended career | adder days,
substitute pay, supervision of facilities, adult education
cl asses taught, etc. Qther records included are career |adder
payrol |l vouchers, W4 fornms, and payroll data sheets for new
enpl oyees.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2- 301( 1) (b)

(Approved 12/99)
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TRANSPORTATI ON ALLOMANCE APPLI CATI ONS (Item 22-54)
These applications are conpl eted by parents/guardi an who nust
transport their student to and from school or the bus stop.

Par ent s/ guardi ans of pupils living two mles or nore fromtheir
assigned school are eligible to be paid a transportation

al | omance when regul ar school transportation is unavail abl e under
State guidelines. These forns include date, student's nane,
school, grade, parent's/guardian's nane, telephone nunber,
address, parent's social security nunber, distance fromhone to
school or distance fromhone to bus stop, school year covered,
parent's/guardian's signature, district policy, and (if approved)
i ndication of rate to be paid.

RETENTI ON
Record copy: Retain for 4 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: parent's/guardian's social security
nunber
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WORKER' S COVPENSATI ON EMPLOYEE' S FI RST REPORT OF | NJURY (1tem 22-55)

This report nust be submtted to the Industrial Commi ssion in
connection with UCA 35-1-97 and 35-2-103 (1993). The fornms are
prescri bed by the conm ssion to report any work-related fatality
or any occupational disease resulting in nedical treatnent, |oss
of consciousness, loss of work or restrictions of work. Each
secondary school conpletes and sends to the business

adm ni strator in cases involving an enpl oyee who is injured on
the job and/or neets one of the criteria specified in UCA
35-2-103 (1998). The district conpletes, signs, and nails the
report to the Industrial Comm ssion as prescribed by | aw. The
report nust be filed with the Conm ssion within seven days of the
occurrence. The Conm ssion naintains their copy for seven years.
School s usually retain only a copy of the report.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/99)

YEARBOOKS

(I'tem 22-56)
These year books docunent school activities. They are conpiled by
a yearbook staff with the assistance of a teacher advisor. The
year books contai n nanes and phot ographs of the faculty, staff,
and i ndividual students by grade, school clubs, sports, cultural
events, and academi c and social activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/99)
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